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PERSONNEL POLICIES AND PROCEDURES MANUAL ACKNOWLEDGEMENT FORM

I hereby acknowledge receipt of the Personnel Policies and Procedures Manual. I understand that as an employee of the Village of Woodlawn, it is my responsibility to become familiar with and abide by these policies and procedures.

I hereby acknowledge that these policies and procedures may be changed, interpreted, withdrawn or added to by the Village of Woodlawn, Ohio at any time and at the Village of Woodlawn, Ohio’s sole option.

I understand that this Manual is not intended as an employment contract but rather as a description of employment expectations.

Nothing in this manual is intended to create a contract of any kind between the Village of Woodlawn, Ohio and any employee.  All employees of the Village of Woodlawn, Ohio are at-will employees.  

Date ________________________ Employee’s Signature _____________________________

Supervisor’s Signature __________________________________________________

(Please place this form in employee’s personnel file.)
The Auditor of State’s Fraud Reporting System

The Ohio Auditor of State’s office maintains a system for the reporting of fraud, including misuse of public money by any official or office. The system allows all Ohio citizens, including public employees, the opportunity to make anonymous complaints through a toll free number, the Auditor of State’s website, or through the United States mail.

Auditor of State’s fraud contact information:

Telephone: 
1-866-FRAUD OH (1-866-372-8364)

US Mail: 
Ohio Auditor of State’s office

Special Investigations Unit

88 East Broad Street

P.O. Box 1140

Columbus, OH 43215

Web: 

www.ohioauditor.gov
Acknowledgement of receipt of Auditor of State fraud-​reporting system information

Pursuant to Ohio Revised Code 117.103(B)(1), a public office shall provide information about the Ohio fraud--‐reporting system and the means of reporting fraud to each new employee upon employment with the public office.

Each new employee has thirty days after beginning employment to confirm receipt of this information.

By signing below you are acknowledging that the Village of Woodlawn provided you information about the fraud--‐reporting system as described by Section 117.103(A) of the Revised Code, and that you read and understand the information provided. You are also acknowledging you have received and read the information regarding Section 124.341 of the Revised Code and the protections you are provided as a classified or unclassified employee if you use the before‐mentioned fraud‐reporting system.

I, __________________________________have read the information provided by my employer regarding the fraud‐reporting system operated by the Ohio Auditor of State’s office. I further state that the undersigned signature acknowledges receipt of this information.

______________________________________________________

PRINT NAME, TITLE, AND DEPARTMENT

______________________________________________________
__________________

PLEASE SIGN NAME                                                       

DATE

(Please place this form in employee’s personnel file.)

Welcome Letter from Village Manager

Welcome to the Village of Woodlawn!

We are happy to have you as a member of The Village of Woodlawn team. You are here because we believe you can make an important contribution to our future. We also believe we have an environment where you can learn and grow and gain the satisfaction of being part of a successful organization.

The Village of Woodlawn exists to serve the needs of our customers. Our customers depend on our services, and we will always strive to live up to their expectations.

Thank you again for being part of our team!

I look forward to working with you!

Village Manager
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SECTION 1.01

PERSONNEL POLICIES & OBJECTIVES
The Village of Woodlawn believes that a Human Resources system which recruits and retains competent, dependable employees is important to effective government.

About This Handbook 

This Manual is your information guide to The Village of Woodlawn.  It has been prepared to provide employees with a general overview of our policies, procedures and benefits. It is obviously not possible to anticipate every situation that may arise in the workplace or to provide information that answers every possible question.  Further, this Manual is not intended to create, nor does it create, a contract of employment or contract for benefits for any specific term, either express or implied, between The Village of Woodlawn and its employees.  

Although it is not a contract or a legal document, it is important that all employees read, understand and follow the provisions of this Manual.  Further, circumstances will undoubtedly require that policies, practices and benefits described in this information guide may need to be clarified, modified or revoked.   The Village of Woodlawn may, at any time, in its sole discretion, modify or vary anything stated in this Manual— except as required by law, and except for the rights of the parties to terminate employment at will, which may only be modified by an express written agreement between the employee and the Village.

This Manual supersedes and replaces any previous version.

This Manual is intended to:

1.
Promote high morale and foster good working relationships by providing uniform Human Resources policies and procedures, equal opportunities for advancement, and consideration for employee needs;

2.
Maintain recruitment and internal promotional practices which enhance the attractiveness of a career with the Village and encourage each employee to give his/her best effort to the Village and the public;

3.
Encourage courteous and dependable service to the public;

4.
Provide fair and equal opportunity for qualified persons to enter and progress in Village service based on merit and fitness as determined through objective and practical Human Resources management methods; and

5.
Ensure all Village operations are conducted in an ethical and legal manner.

CONFLICT OF LAW








SECTION 1.02

If any section or part of this Manual or any amendment is invalidated by operation of law or by order of a court of competent jurisdiction, or compliance with or enforcement of any section or part of this manual is restrained by a court, the law or court decision shall prevail.  The remainder of this Manual and any amendments shall not be affected by the above action and shall remain in full force and effect, unless the context of the Manual as a whole indicates that another section should be invalidated as well to conform to the employer’s intent.

MANAGEMENT RIGHTS 







SECTION 1.03

A.
The Village of Woodlawn maintains the ultimate right to administer the business of the Village.  In addition to other functions and responsibilities which are covered by law, the Village has and will retain the full right and responsibility to direct operations of the Village, to promulgate rules and regulations and to otherwise exercise the prerogatives of management, including but not limited to, the following:

1.
To manage and direct its employees, including the right to select, hire, promote, transfer, assign, evaluate, layoff and recall or to reprimand, suspend, discharge, or discipline to maintain order among employees;

2.
To promulgate and enforce employment rules and regulations and to otherwise exercise the prerogatives of management;

3.
To manage and determine the location, type and number of physical facilities, equipment, programs, and the work to be performed;

4.
To determine the Village's goals, objectives, programs and services, and to utilize both internal and external Human Resources in a manner designed to effectively meet these purposes;

5.
To determine the size, composition, and duties of the work force, the number of shifts required, to establish work schedules, to establish hours of work, to establish, modify, consolidate, or abolish jobs (or classifications); and to determine staffing patterns, including, but not limited to the assignment of employees, duties to be performed, qualifications required, and areas worked;

6.
To relieve or remove employees from duty at any time for any reason other than an unlawful and/or an unlawful discriminatory reason.

7.
To determine when a job vacancy exists, the standards of quality and performance to be maintained;

8.
To determine the necessity to schedule overtime and the amount required thereof;

9.
To maintain the security of records and other pertinent information;

10.
To determine the overall budget and uses thereof;

11.
To maintain and improve the efficiency and effectiveness of the Employer's operation;

12.
To determine and implement necessary actions in emergencies or other situations; 

13.
To exercise complete control and discretion over Village’s organization and the necessary technology to perform the work.

B.
All functions, rights, powers, and responsibilities of the Village of Woodlawn and its agents, in regard to the operation of its business and work force, which the Village has not specifically abridged, deleted, granted or modified by the express and specific written provisions herein, shall remain exclusively those of the Village.

C.
These policies apply to all regular employees, unless exempted by law. 

AMENDMENTS








SECTION 1.04


This manual may be amended or revised when, in the Village of Woodlawn’s sole discretion, amendment or revision is required.

PROCEDURE
A.
The Municipal Manager should, by appropriate means, encourage the Village's employees to recommend revision or amendments to any policy covered by this manual.  Matters not already addressed should be brought to the attention of the Municipal Manager.


If the Village of Woodlawn proposes to promulgate, amend, or revise a policy, care must be exercised to ensure the resulting policy is consistent with the other policies outlined in this manual.  Any change shall be made by action of council and after consultation or opinion from legal counsel.  Format and language style must be consistent.

B.
Copies of all new policies or revisions shall be sent to each employee and department head who is assigned a manual.  A transmittal letter must be attached naming the section which the new pages replace and their effective date.  Each policy manual holder shall place the revised section in his/her manual and destroy the outdated section.  Each employee shall sign a receipt acknowledging receipt and understanding of the terms of this manual or any revision.  Failure to sign such a receipt shall in no manner effect the validity of any revision to the manual.  Employees have an affirmative duty to apprise themselves of the terms of this manual, including any revisions.

D.
The Municipal Manager shall decide how policies are communicated to the Village's employees (e.g., group meetings, bulletin boards, paycheck enclosures, etc.).

E.
The Appointing Authority and Department Heads shall monitor supervisor/employee performance related to policy changes to ensure a clear understanding of and support for the new policy.

ADMINISTRATION OF THE HUMAN RESOURCES SYSTEM



SECTION 1.05

The Appointing Authority or designee shall be charged with the responsibility of ensuring that these Human Resources policies are applied in a consistent, objective manner, and for conducting the Human Resources-related duties and responsibilities set forth in the manual.
DEPARTMENT RULES AND REGULATIONS





SECTION 1.06

A.
Department Heads are responsible for the operation of their departments and for implementing the policies and procedures contained in this manual.

B.
With the approval of the Appointing Authority, they may develop and implement standard operating procedures for their respective departments.

C.
Department standard operating procedures shall not conflict with the policies and procedures set forth in this manual.

OPEN DOOR POLICY








SECTION 1.07

Where appropriate under law open communication is one of the Village’s fundamental beliefs.  Employees are encouraged to bring any questions, concerns, or suggestions forward.  Although it is recommended that employees speak with their immediate supervisors first, the “door” of any manager or supervisor is always open.  There will be no retaliation against any employee who exercises his or her right to access the Village’s open door policy.  If at any time an employee feels that he or she is not being treated fairly, or sees something the Village can do better, please let the appropriate supervisor know.  The Village strongly encourages face-to-face communications.  It is the best way to communicate issues and concerns.

SECTION 2






WORKPLACE COMMITMENTS

EQUAL OPPORTUNITY EMPLOYMENT





SECTION 2.01

A. The Village of Woodlawn is an equal opportunity employer and does not make employment decisions in a discriminatory manner based on race, color, religion, sex, national origin, sexual orientation, gender identification, military status, disability, age, genetic information, ancestry, or any other class protected from discrimination by applicable federal, state, and/or local law except where such criteria constitutes a bona fide occupational requirement..  The Village complies with all applicable federal, state and local laws, rules, and regulations dealing with discrimination in the workplace.  This policy prohibits both discrimination based on any of the above-listed protected characteristics, retaliation against a person who participates in any way in the complaint, investigation, or reasonable accommodation process.  This policy also prohibits the denial of reasonable accommodations for disabilities and for religious beliefs that do not create undue hardship.  The Village may discipline conduct that violates this policy even if that offending conduct is not in violation of any law.

This policy governs all aspects of the employment relationship, including, but not limited to, recruitment, hiring, compensation, benefits, promotions, transfers, layoffs, discipline, termination, and all other terms and conditions of employment.

The Village of Woodlawn will not tolerate unlawful discrimination, harassment, or retaliation.  Any employee who believes he or she has been subject to such behavior should report it to his or her supervisor or the Municipal Manager pursuant to the applicable policies set forth in this Manual.

	HARASSMENT AND DISCRIMINATION POLICY 




SECTION 2.02


It is the policy of the Village of Woodlawn that no employee, nor any applicant for employment with the Village of Woodlawn, may be subjected to unlawful discrimination or harassment in the workplace based upon his or her race, color, religion, sex, national origin, sexual orientation, gender identification, military status, disability, age, genetic information, ancestry, or any other classification protected by applicable law.  

Harassment under this policy may include conduct that creates a disrespectful, intimidating, hostile, degrading, humiliating, or offensive environment for an employee.  Because the intent of this policy is to deter conduct that is unwanted, unreasonable, and demeaning, the Village of Woodlawn may consider an employee’s conduct to be in violation of this policy even if it falls short of unlawful harassment under applicable law.  When determining whether conduct violates this policy, the Village will consider whether a reasonable person could conclude that the conduct created an intimidating, hostile, degrading, or demeaning environment.  Employees who violate this policy by engaging in discriminatory conduct in the workplace may be subject to discipline, up to and including termination.
This policy covers all employees. The Village of Woodlawn will not tolerate harassment, whether engaged in by fellow employees, supervisors, support staff, or management, or by non-employees who conduct business or interact with the Village. Regardless of who is accused of harassing behavior, the Village will investigate and take any action it deems appropriate after evaluating all the circumstances.  Employees are required to report all incidents of harassment, regardless of who the offender may be, in accordance with Section 2.04 of this Manual.

	SEXUAL HARRASSMENT POLICY






SECTION 2.03


The Village of Woodlawn will not tolerate any act of sexual harassment in the workplace or work-related situations.

Sexual Harassment is defined as unwelcome and unwanted sexual advances, requests for sexual favors, and other verbal, non-verbal, or physical conduct of a sexual nature or that pertain to a person’s gender. Conduct constitutes harassment when:

A. Submission to that conduct is made explicitly or implicitly a term or condition of an individual’s employment;
B. Submission to or rejection of such conduct by an individual is used as the basis for employment decisions and/or retaliation; 
C. The conduct has the purpose or effect of interfering with an individual’s work performance or creating an intimidating, hostile, or offensive work environment; and/or
D. The harassing act or behavior is directed against a person on the basis of his or her gender or gender identification.

Examples may include:
· Verbal conduct: Sexual innuendoes, sexually charged or explicit language, suggestive comments, jokes of a sexual nature, sexual propositions or threats.
· Non-verbal conduct: Displaying or disseminating sexually suggestive objects, books, magazines, computer software, e-mail, graphic commentaries, photographs, cartoons, and/or pictures. Non-verbal conduct can also include leering, obscene gestures or making sexually suggestive sounds.
· Physical conduct: Unwanted physicals contact, including touching, pinching, brushing the body, coerced sexual intercourse, or assault.

This policy covers all employees. The Village of Woodlawn will not tolerate sexual harassment, whether engaged in by fellow employees, supervisors, support staff, or management, or by non-employees who conduct business or interact with the Village. Regardless of who is accused of harassing behavior, the Village will investigate and take any action it deems appropriate after evaluating all the circumstances.  Employees are required to report all incidents of sexual harassment, regardless of who the offender may be, in accordance with the method out in Section 2.04 of this Manual.

	REPORTING CLAIMS OF DISCRIMINATION, HARASSMENT, AND SEXUAL

SECTION  2.04
 HARASSMENT


The following procedures apply to any employee who believes that they are being or have been discriminated against or harassed as detailed in Sections 2.02 and/or 2.03 of this Manual, or who witness such behavior in the workplace.

A. Informal Procedure.  The Village of Woodlawn encourages individuals who believe they are being, or have been harassed, to clearly and promptly notify the offender that his or her behavior is unwelcome. If, for any reason, you do not wish to approach the offender directly, or if such discussion does not successfully end the harassment, you should notify your immediate supervisor, or if the supervisor is involved in the harassment, you should notify the Municipal Manager or if the Municipal Manager is involved in the harassment, you should notify the Village Law Director, who may talk to the alleged harasser or arrange for mediation between you and the alleged harasser with a third person acceptable to both.  This informal procedure is optional.
B. Formal Procedure.  If you do not wish to pursue the informal procedure, or in the event that the informal procedure does not produce a satisfactory result, you are required to take the following steps to report the harassment:

1.
Notification to a Member of the Staff.  If you believe you have been subjected to harassment, you are required to report the incident in writing to your immediate supervisor, and the supervisor must file a timely written report with the Municipal Manager.  However, if your supervisor is involved in the harassment or if for any other reason you prefer not to report the harassment to your supervisor, you are required to report the harassment in writing to the Municipal Manager, unless the Municipal Manager is involved in the harassment, in which case you are required to report the harassment to the Village Law Director.

2.
Description of Misconduct.  Your complaint of harassment must be in writing and provide all relevant details, including the offending party, date(s) the wrongful conduct, any witnesses, any documents, and any other material or information that would allow the Village to investigate the matter properly.

3.
Time for Reporting a Complaint.  Prompt report of complaints is strongly encouraged, as it allows for rapid response and resolution of the matter.  While there is no deadline beyond which you cannot file a harassment complaint, delay in reporting inappropriate conduct may make investigation and resolution more difficult.  You should also be aware that there are statutes of limitation that control the time for instituting private legal action.

4.
Investigation.  All complaints filed with your supervisor, the Municipal Manager, or the Village Law Director will be promptly investigated.  The Village will attempt to maintain confidentiality to the extent practical and appropriate under the circumstances, but strict confidentiality cannot be guaranteed. Complaints will be investigated by your supervisor, the Municipal Manager or his/her designee, the Village Law Director, or such other person or persons in the Village or third persons hired by the Village as determined to be appropriate or necessary.

6.  Findings; Disciplinary Action.  Upon completing the investigation, the investigators will make findings and recommendations, and the Village will determine the appropriate action to be taken.  If there is a determination that harassment occurred, the harasser will be subject to appropriate disciplinary action, including, but not limited to, termination.

C.
Protection Against Retaliation.

The Village will not retaliate against an individual who makes a report of harassment, nor permit any supervisor or employee to do so.  Retaliation is a very serious violation of this policy and should be reported immediately. Any individual found to have retaliated against an individual for reporting harassment, or against anyone participating in the investigation of a complaint, will be subject to appropriate disciplinary procedures.

 AMERICANS WITH DISABILITIES ACT



 

SECTION 2.05

The Village of Woodlawn is committed to complying with all applicable provisions of the Americans with Disabilities Act, as amended (“ADA”).  It is the Village’s policy not to discriminate against any qualified employee or applicant with regard to any terms or conditions of employment because of such individual’s disability or perceived disability.

Consistent with this policy of non-discrimination, the Village of Woodlawn will provide reasonable accommodations to a qualified individual with a disability, as defined by the ADA, who has made the Village aware of his or her disability, provided such accommodation does not constitute a hardship on the Village.

Although pregnancy itself is not a disability, employees may have impairments related to their pregnancies that qualify as disabilities under the ADA. The Village of Woodlawn does not discriminate against individuals whose pregnancy-related impairment constitutes a disability under the ADA and will make such reasonable accommodations if needed, provided that the accommodation does not result in a hardship on the Village.

Employees with a disability who believe they need a reasonable accommodation to perform the essential functions of their job should contact their supervisor, department head, or the Municipal Manager to discuss potential accommodations.  
WORK PLACE VIOLENCE POLICY






SECTION 2.06
The Village of Woodlawn does not tolerate any type of workplace violence committed by or against employees.  Employees are prohibited from making threats or engaging in violent activities.  Acts or threats of violence include words, gestures, conduct, or symbols that are intended to and/or have the effect of endangering, injuring, intimidating, harassing, or coercing others.  Acts or threats of violence against another person’s life, health, well-being, family, or property are prohibited.  Likewise, the unauthorized possession or use of weapons is prohibited.  

Prohibited activities include, but are not limited to:
· Causing physical injury to another person
· Making threatening remarks
· Displaying aggressive or hostile behavior that creates a reasonable fear of injury to another or subjects another person to emotional distress
· Intentionally damaging Village property or property of another employee
· The unauthorized possession of a weapon on Village property or while on Village business

Nothing in this policy shall prohibit employees from lawfully storing their firearms in their privately-owned vehicles on Village property.

Employees and volunteers are encouraged to report to their supervisor (or to the Municipal Manager) any of the following behavior that occurs in the workplace:
· Unwelcome name-calling, obscene language, or other abusive behavior
· Intimidation through direct or veiled threats
· Throwing objects (regardless of the size or type of object or whether it is thrown directly at someone)
· Physically touching another person in an intimidating, malicious, or harassing manner, which may include such acts as hitting, slapping, poking, kicking, pinching, grabbing, and pushing
· Physically intimidating another person by such acts as obscene gestures, “getting in their face,” finger-pointing, and fist-shaking.

The Village of Woodlawn will investigate all reports of complaints of violence, threatening behavior, and threats on Village property and respond as it determines to be appropriate.  The Village’s response may include, but is not limited to, suspension and/or termination of employees, and/or criminal prosecution of all persons involved. 

Any person who makes threats, exhibits threatening behavior, or engages in violent acts in the Village building or on Village property shall be removed from the premises as quickly as safety permits, and may be ordered to remain out of Village buildings and off Village property pending the outcome of an investigation by the Village, including, as appropriate, the Woodlawn Police Division or appropriate law enforcement agency.  

Because violence, threatening behavior, and threats are prohibited on Village property and in connection with Village work and business, all Village personnel are required to immediately notify the Municipal Manager of all such violence, threatening behavior, threats, or other conduct that compromises the Village’s ability to maintain a safe work environment. If the Municipal Manager is not available, the report must be made to the employee’s supervisor or directly to the Police.   Employees are required to report such conduct if they witness it or they are aware of it by some other means and regardless of who is involved or the relationship between the persons.

All reports of violence, threatening behavior, threats, or other conduct that compromises the Village’s ability to maintain a safe work environment will be promptly investigated and reported in accordance with applicable state, local or federal law.  The Village will attempt to maintain confidentiality to the extent practical and appropriate under the circumstances, but strict confidentiality cannot be guaranteed.

Any employee, volunteer, or other person on Village property who is under the protection of a protective or restraining order issued by a court of competent jurisdiction must immediately provide a complete and accurate copy of the Protective or Restraining Order to the Municipal Manager, to make the Village aware of the requirements of such Order.

SECTION 3






VACANCIES AND APPOINTMENTS
POSITION VACANCY AND APPOINTMENT





SECTION 3.01

A.
Whenever the Appointing Authority determines that a job vacancy exists, the position may be advertised and posted.  Current employees will be allowed to apply for vacant positions during the posting period.  The employer shall normally post, internally in all Village departments for five (5) consecutive workdays, vacancies which occur or are imminent within the Village, except in those cases where an employee is eligible for reinstatement from layoff to the vacant position.

B.
Each announcement shall specify the title, salary, nature of the job; the required qualifications; the type of selection procedure to be used, the deadline and method of application.

C.
The application or resume must be properly completed and submitted before the applicant will be considered for employment.

D.
An Appointing Authority may fill open positions through direct appointment, transfer, reinstatement and/or reassignment prior to announcing a vacancy.

EMPLOYMENT OF RELATIVES






  SECTION 3.02

For the purpose of this policy, related person(s) shall be defined as:
(A) A family member, whether by blood, adoption, marriage, or domestic partnership, including:

a. Spouse;

b. Domestic partner;

c. Child;

d. Parent;

e. Sibling;

f. Grandparent/ Grandchild;

g. First cousin;

h. Aunt/Uncle/Niece/Nephew; and

i. Any corresponding in-law, step, or foster relation 

(B) A consensual romantic relationship occurring within the last two years.  This includes, but is not limited to sexual, dating, engagement, or other intimate relationships. 

The Village of Woodlawn will not consider related persons of current employees for employment when such related persons would be in a superior or subordinate position to the current employee.  No minor child of any Woodlawn public official is eligible for employment with the Village.
If a related persons relationship is established after employment, and such relationship would constitute a violation of this policy, the individuals concerned must report the relationship to the Appointing Authority immediately and may be given the option to decide which one of them will transfer to a different position, if one is available and the employee is qualified, or which one of them will separate from employment, with the Village. If the employees fail to make a decision within (2) weeks of the employees’ related persons relationship having been established, the Appointing Authority shall decide. 

NEW HIRE REPORTING







  SECTION 3.03

Generally, in accordance with ORC 3121.89-3121.8911, the employer shall report certain information and employees who are newly hired, rehired or who return to work after a separation of employment.  This information will be used by the Ohio Department of Job and Family Services (ODJFS) to help locate parents who owe child support, to make adjustments in public assistance benefits, and to identify persons who are fraudulently receiving benefits.  In addition, new hire reporting information is available to other state agencies to help detect and prevent erroneous unemployment or workers’ compensation payments.

Information regarding newly hired, rehired or returning employees shall be submitted within 20 days of the hire or rehire date.

PROBATIONARY PERIODS







SECTION 3.04

A.
Nature and Purpose of Probationary Period:


Each employee shall serve a probationary period following any original appointment and each promotion.  The probationary period is an integral part of the examination process.  Supervisors shall closely observe the employee's work to determine whether the employee's work meets required standards.  If, following an original appointment, an employee's services are unsatisfactory; he should be removed during his/her probationary period.

B.
Length of Probation:


All original and promotional appointments are subject to a probationary period of six (6) months from the date of appointment.  All police and fire appointments shall serve one (1) year probationary period. No employee shall be considered removed from their probationary status until it has been confirmed in writing by his or her Supervisor. Probationary periods may be extended as appropriate on a case-by-case basis.

C.
Probationary Reduction from Promotion: 


Employees whose service is unsatisfactory following a promotion and if the role has not been filled may be reduced to the classification held just prior to promotion.  This is not guaranteed and will be determined on a case-by case basis. 

OUTSIDE EMPLOYMENT







SECTION 3.05

The following rules for outside employment apply to all regular full time Village employees:

A. All outside employment activities and conduct must be performed outside of regular working hours.  Such outside employment must not conflict with or compromise the Village’s interests, adversely affect the efficient performance of such employee’s Village duties, or cause a conflict of interest between such employee’s Village duties and such employee’s outside work duties.  Further, outside employment
 must not prevent such employee’s prompt response when such employee is subject to call at any time to perform such employee’s regular Village duties.

B. Employees must carefully consider the demands that additional work activity will create before accepting outside employment. Outside employment will not be considered an excuse for poor job performance, absenteeism, tardiness, leaving early, or refusal to work overtime or different hours. If outside work activity causes or contributes to job-related problems, the employee will be asked to discontinue the outside employment, and the employee may be subject to the normal disciplinary procedures for dealing with the resulting job-related problem(s).

C. Employees who have accepted outside employment may not use paid sick leave to perform work on the outside job. 

D. Fraudulent use of sick leave or an employee’s refusal to discontinue outside employment after being requested to do so by the Municipal Manager will result in disciplinary action up to and including termination of employment.

 IMMIGRATION REFORM & CONTROL ACT
 




SECTION 3.06
A.
In General
In accordance with the provisions of the Immigration Reform and Control Act of 1986, the Village has adopted the policy set forth herein.

1. The Village shall not knowingly hire or recruit or continue employment of an alien hired after November 6, 1986, without substantiating and documenting that alien's eligibility in accordance with provisions established by this policy.
2. The Village has established an employment verification system and shall retain appropriate records establishing that each employee of the Village, hired after November 6, 1986,  who is lawfully authorized to work in the United States as either a U.S. citizen or as a properly "documented alien."
3. As a condition of employment, the Village shall verify both the identity and the employment eligibility of all applicants considered for employment by following the steps outlined below.

B.  Pre-Employment Requirements:

1. All applicants to be hired, as a condition of employment shall be required to complete the biographical information requested by Form I-9 at the Village office.
2. A current I-9 form and instruction are available on-line from the U.S. Citizenship and Immigration Services at www.ucis.gov.

C. Post Hiring Requirements:
1.  Within three (3) business days after the appointment of the applicant, the employer shall physically examine the documentation presented by the employee to ensure that the documents presented appear graven and related to the individual, then complete the remaining portions of Form I-9 located in the Village office.
2. The employer shall retain Form I-9 and photocopies of the supporting documentation for three (3) years after the effective date of hire or for one (1) year from the date of the employee’s separation from service, whichever is later.
3. Form I-9 and copies of supporting documentation shall not be used for any purpose or provided to any agency or person other than for the purpose of complying with the requirements of the Act.
4. Should an employee be rehired or reinstated by the employer within one (1) year of the date of separation, the employer may use the original I-9 form and supporting documentation for the purpose of complying with the Act.

D. Anti-Discrimination Policy:  It is the intention of the employer not to discriminate in hiring on the basis of national origin and citizenship status except as otherwise provided by law.  The employer will not unlawfully discriminate against any citizen or national of the United States or against any alien authorized to work in the job at issue.

PERSONNEL FILES








SECTION 3.07
A. The Village shall maintain official personnel files on all employees.  Such files shall include, but may not be limited to, individual employment data, payroll information, records of deductions, application forms, records pertaining to hiring, promotion, demotion, transfer, layoff, termination etc.  An employee has the right of reasonable inspection of his /her official personnel file.  
B. The Village will monitor the accuracy, relevance, timeliness and completeness of its personnel records, take reasonable precautions to protect information in the system from unauthorized and unlawful modification, destruction, use of disclosure and shall collect, maintain and use only that information necessary and relevant to the employer’s functions.
C. An employee must advise the Municipal Manager or his or her designee of any change in name, address, marital status, telephone number, number of exemptions claimed for tax purposes, citizenship, selective service classification, or association with any government military service organization.

PERFORMANCE EVALUATION






SECTION 3.08
A.
The Village shall administer a performance evaluation program for the purpose of measuring the efficiency of officers and employees.  Performance evaluation programs shall measure as objectively as possible both quantity and quality of work.  Other factors may be included to determine the manner in which this service is rendered and the observance of regulations and procedures properly governing the performance of the duties of a position.

1. Employees shall be rated or evaluated with respect to performance at least once during their probationary period and at least once during each calendar year.  Police Department employees shall be evaluated at least twice during their probationary period.   Police Department and Fire Department employees must have their necessary certifications checked at least once per year.

2.
Semi-annual evaluations, if used, shall measure the employee's performance for the six (6) months immediately preceding the evaluation date.  Annual evaluations for employees shall take place in the first quarter of the following year. 
3.
Each employee shall be evaluated by his/her immediate supervisor. Forms for performance evaluations will be prepared and made available to all Municipal departments.

4.
After the performance evaluation is completed it shall be reviewed with the employee evaluated.  The employee may add comments to the evaluation and shall be asked to sign it.  The employee's signature is only proof that he has reviewed the report.  A signature does not mean the employee has approved or acquiesces in the evaluation.  If an employee refuses to sign the performance evaluation, this refusal shall be witnessed by another supervisor who shall record such refusal and shall initial or sign the performance evaluation.

SECTION 4


CLASSIFICATION, COMPENSATION AND ADMINISTRATION

COMPENSATION








SECTION 4.01
Village employees are paid bi-weekly.

The Village Council, with assistance from the Municipal Manager, will establish an equitable compensation system for employees which will establish both a minimum and maximum rate of pay for each classification within the organization.

The Village Manager shall make recommendations to Village Council for adjustments to compensation based on performance evaluations or other applicable objective reasons.

Changes in compensation recommended by the Municipal Manager due to promotions, demotions, performance evaluations etc. will be subject to the approval of Village Council

Employees who resign or leave shall receive their last paycheck on the regularly scheduled payday of their last two-week period worked, provided the Finance Director's office receives notice from the department head in time to do payroll.  Employees who are entitled to termination compensation because of prorated vacation, sick, compensatory time balances or longevity pay due them will be given the extra termination compensation at the end of the pay period following their last regular pay date.

Part-time employees who do not have consistent, scheduled hours per week, such as summer recreation employees, are paid two weeks after the biweekly pay period in which they begin work.  They are paid two weeks behind because the actual number of hours and days of work in the first pay period are not known in advance, and can be reported only after the first pay period is finished.

JOB DESCRIPTIONS








SECTION 4.02
The Village of Woodlawn shall administer job descriptions based on analysis of the duties and responsibilities of positions.  Job descriptions will be the basis of this plan and shall include a title, nature of work, examples of duties, including essential functions, other duties and responsibilities, and minimum qualifications.

The duties of each position shall be reviewed periodically for accuracy, and adjustments shall be made to the job descriptions when deemed appropriate by such review.

PAY PERIOD









SECTION 4.03
Employees of the Village of Woodlawn are paid on a bi-weekly basis.  Employees will receive a paycheck for each pay period worked.  A pay period is a period of fourteen (14) calendar days.  The pay period starts at 12:01 a.m. on Sunday and ends at 12:00 midnight on the following Saturday.  

Whenever holidays interfere with the normal pay day, checks will be issued prior to the regular pay day.

The Village has the right to implement a program requiring employees to receive wages through direct deposit.

Paychecks will not be released to any other person than the individual in whose name they are issued, unless the employee has made specific arrangements with the Finance Director or the appropriate Department Head in advance.  Paychecks may be distributed to employees by Department Heads.
PAYROLL DEDUCTIONS







SECTION 4.04
Certain deductions are made from an employee's paycheck as required by law, in accordance with employee benefit plans, or as requested by the employee, subject to the approval of the Municipal Manager.  These deductions are itemized on the employee's pay statement which accompanies his/her payroll check.  Deductions include:

A.
PERS/PFPDF - Membership in PERS/PFPDF retirement plans is compulsory upon being employed except those employees specifically exempted under the provision of Section 145.03 of the Ohio Revised Code.

B.
Income Taxes - The Federal, State and Village governments require that taxes be withheld from each salary payment.  The amount of tax to be withheld is determined from tables furnished to the Village by the Treasury Department and the Ohio Department of Taxation and varies according to the amount of salary and number of dependency exemptions.  Employees are required to complete withholding tax certificates upon initial employment and to inform the Finance Director’s Office of any dependency change whenever such change occurs.

C.
Medicare Deductions - Those employees hired on or after April 1, 1986 are required to contribute 1.45% of their taxable income to the federal Medicare system.

OVERTIME POLICY 








SECTION 4.05
A. Non-exempt employees shall be entitled to overtime compensation at one and one-half (1 1/2) times their regular rate of pay for time actually worked in excess of forty (40) hours per week, with the exception of the Fire Department employees, who shall be paid overtime for time actually worked in excess of 212 hours in a 28 day cycle, and police officers, who shall be paid overtime for time actually worked in excess of eighty (80) hours per two-week period. Such overtime compensation shall be paid to the employee, or at the option of the Municipal Manager, by implementing Section (F) of this policy.  Non-exempt employees may not “volunteer” their time in any manner that may be construed to be consistent with typical duties associated with their employment position with the Village. Seasonal recreation department employees are not entitled to receive overtime pay.
B. Paid sick leave, paid holidays, paid vacation, and other approved paid leave time will not be considered time worked for purposes of overtime computation.  Time spent traveling, where appropriate, shall be paid in accordance with the Fair Labor Standards Act.
C. It is the policy of the Village that overtime will be distributed as equally as possible among employees on a rotating basis of those employees who normally perform such work. Any hourly employee called into work unscheduled with less than 24 hours’ notice shall be paid at a rate of time and a half unless otherwise noted.
D. Persons designated as professional, administrative, or executive by the Appointing Authority in accordance with the Fair Labor Standards Act are exempt from the payment of overtime. The employees holding these exempt positions are the Municipal Manager, Recreation Director, Program Directors, Public Works Director, Fire Chief, Assistant Fire Chief, Police Chief, Police Lieutenant, Finance Director, and Tax Commissioner.  Additional exempt positions may be designated by Council.  
E. For purposes of the policy, Sunday through Saturday shall constitute the reporting period.
F. Non-Exempt employees of the Police and Fire Departments may, in lieu of pay for all actual hours worked, qualify for overtime compensation under the Fair Labor Standards Act utilize compensatory time calculated at one and one-half (1 1/2) times the excess hours worked.  The accumulation of compensatory time shall in no case exceed 480 for such eligible public safety employees, as defined by the Fair Labor Standards Act.  Any accrual in excess of 480 hours, whichever is applicable, shall be paid at the appropriate rate.  The accumulated compensatory time must be taken within 180 days of the date earned at a time mutually agreed to by the Municipal Manager and the employee or paid out at the end of the 180 day time period.

Non Police/Fire Department employees who work in excess of eight (8) hours in one (1) day without approval may be required by their Department Head to take time off, hour for hour, during the week earned.
G. Upon termination for any reason of non-exempt employees of the Police and Fire Departments, all accumulated compensatory time shall be paid at the non-exempt Police and Fire employee's rate of pay at the time of termination.  
H. Exempt employees shall be entitled to compensatory time on the following basis. Such employees shall receive compensatory time for any hours worked over forty eight (48) hours in a week.  Such compensatory time shall be earned at the rate of one hour for every hour worked over forty eight (48) hours in a week.  All credit for compensatory time shall be approved by the Appointing Authority.  The compensatory time for the Municipal Manager and the Finance Director shall be approved by the Mayor.  No exempt employee may accrue more than 80 hours of comp time unless approved by Council.  No accumulated unused compensatory time shall be payable to an exempt employee during his or her employment or upon the employee’s separation from employment.  

I. Exempt employees are compensated at a fixed rate each week, regardless of how many hours worked. 

Each non-exempt employee must record his/her own hours on time sheets or time cards provided by his/her supervisor.  Recording of time by a person other than the employee can result in disciplinary action against both parties.  If an employee accidently punches a wrong time card or makes a mistake in the recording of his/her work time, the error much be brought to the attention of the employee’s supervisor immediately.  The supervisor will initial the time card or time sheet.
J. All regular full-time non-exempt employees are required to take an unpaid thirty (30) minute lunch break during the course of their daily employment.  Part-time employees may similarly be required to take an unpaid (30) thirty minute lunch break.  Employees should consult with their supervisor as to the times lunch breaks occur.  Employees are normally not permitted to work during lunch break unless they receive prior approval of the supervisor.  Consistent abuse of this lunch break policy may result in disciplinary action.

OVERTIME APPROVAL







SECTION 4.06
A.
Normally, overtime must be authorized in advance of the overtime being worked by a Department Head only.

B.
Unusual or emergency circumstances may require employees to work overtime without having prior notification.  Whenever such circumstances occur, the employee will be paid overtime in accordance with the overtime policy, if in the judgment of the employee’s supervisor, this work qualifies as an emergency.

C.
Scheduled overtime, which is subsequently canceled for any reason, shall not entitle the employee to overtime compensation.

	SAFE HARBOR – SALARY DEDUCTIONS FOR EXEMPT EMPLOYEES

SECTION 4.07


It is the Village of Woodlawn’s intent 1) to pay all employees qualifying as exempt under the current provisions of the Fair Labor Standards Act (“FLSA”) on a salary basis, 2) to prohibit improper deductions from the salary of FLSA exempt employees, and 3) to correct any improper deductions. 

An employee qualifying as exempt under the provisions of the FLSA will receive his or her full salary for any week in which the employee performs any work, regardless of the number of days or hours worked except as follows: 
· If an employee has exhausted all paid time off (compensatory time, personal, vacation, and/or sick leave) and is absent from work
· As an unpaid disciplinary suspension of one or more full days imposed in good faith for violations of workplace conduct rules
· For time not worked during an employee’s initial or terminal week of employment
· For unpaid leave taken under the Family and Medical Leave Act 

If, at any time, the Village inadvertently but improperly deducted pay for time not worked from an exempt employee, it is the Village’s intent to fully reimburse that employee in a timely manner.  Any Employee who believes his or her salary has been subjected to an improper deduction should promptly contact the Finance Director. The matter will be investigated and steps will be taken if and as necessary to provide reimbursement.

Employees who utilize this complaint procedure shall not be retaliated against for making use of this policy. Employees with questions concerning this policy are encouraged to contact the Finance Director.

EXPENSE REIMBURSEMENT 







SECTION 4.08

Village employees will be reimbursed for allowable expenses incurred while traveling on official Village business.  Expenses will not be reimbursed unless travel was authorized in writing by the Appointing Authority and the employee submits appropriate receipts to document claimed expenses.  Overnight travel expense reimbursement requires the advance approval of the Appointing Authority.

A.
The following items are reimbursable:

1.
Commercial air flights:  Reimbursement is available for air flight expenses only when the cost of the flight is less than the cost of automobile mileage, or where travel time is of significance.

2.
Bus, limousine, or taxi:  Employees are to use the most economical means available when traveling on Village business.

3.
Automobile:  whenever possible, the Municipal Manager will assign a Village vehicle for travel to and from meetings, conference, and conventions.  If a Village vehicle is not available and an employee is required to use his/her privately owned vehicle, he shall be reimbursed at a rate of the current Internal Revenue Service allowable rate per mile for travel.  Such payment is considered to be the total reimbursement for all vehicle-related expenses (e.g., gas, oil, depreciation, etc.).  Mileage reimbursement is payable to only one of two or more employees traveling on the same trip, in the same vehicle.  Rental of a vehicle is not reimbursable without prior approval of the Appointing Authority.

4.
Registration fees:  Registration fees will, whenever possible, be paid in advance by the Village upon presentation of an invoice, notice or registration form.

5.
Meals:  If the employee’s travel is not related to attending an event at which meals are included in the cost of tuition/registration, employees will be reimbursed for meals to a maximum of $45.00 per day including tips and taxes, with the largest meal not exceeding $25.00 including tips and taxes.  Receipts for all meals are required to be submitted with the Expense Report. Alcoholic beverages and the taxes on them are not eligible for reimbursement.  Because the Village is not permitted to pay for alcoholic beverages and taxes, it is necessary for employees to obtain and submit itemized receipts as part of their reimbursement request.
6.
Lodging:  Employees will be reimbursed for reasonable and necessary lodging expenses at the single room rate.

7.
Phone Calls:  Phone calls necessary for official Village business are reimbursable.

8.
Parking and Tolls:  Expenses for parking, highway, bridge and tunnel tolls are reimbursable.  Parking expenses include parking outside the Village providing the employee is on official Village business.

B.
The following items are not subject to reimbursement:

1.
Alcoholic beverages.

2.
Entertainment.

3.
Laundry and dry cleaning.

4.
Room Service charges.

5.
Expenses of spouse traveling with employee.

6.
Any allowable expense where no receipt is provided as documentation by the employee.

C.
Expense reports shall be filed by employees, within 10 days, detailing all costs with receipts attached. Any employee receiving per diem does not need to submit receipts for meals, but must submit an expense report upon completion of travel documenting days actually traveled to the Finance Department within 14 calendar days from the last day of travel.  Failure to submit an expense report may result in the employee not receiving reimbursement or, in the event per diem is advanced to the employee, in the employee having the per diem treated as taxable income.  Any employee who receives per Diem in advance and does not complete the travel, for which the per diem was provided, must reimburse the Village for the total funds received.    
WORKER'S COMPENSATION







SECTION 4.09

State law provides that every Village employee is eligible for Worker's Compensation for injuries arising out of or in the course of his/her employment.  Guidelines for administrating Worker's Compensation are set forth as follows:
A. Should an employee be injured during the course of employment with the Village, the employee must report the injury immediately to his/her supervisor.  His/her supervisor shall notify his/her Municipal Manager.  A written accident investigation shall be completed by the supervisor and forwarded to the Municipal Manager no more than 24 hours after the accident even if no attention is required.
B. Should an employee's injury require medical attention, arrangements will be made for the employee to receive medical care.  The supervisor shall provide the injured employee with an Incident or Injury Report form, which shall be completed by the attending physician.  The completed report should be forwarded to the direct supervisor and Municipal Manager or designee at the earliest possible date.

In the event of a serious injury, the injured employee's supervisor shall notify the Appointing Authority or designee immediately so, an investigation can be initiated.
C. Worker's Compensation claims forms shall be completed by the injured employee.
D. The Municipal Manager or his or her designee, in the event the Municipal Manager is unavailable, must manage the claim and be advised and continually updated if an employee continues to be absent due to work-related injury.  Employees are responsible for providing to their supervisor their expected date of return (if known).
E. Any document received from the injured employee, his/her physician, hospital or the State, regarding Worker's Compensation claims must be immediately forwarded to the Municipal Manager.
F. An injured employee may elect to use accrued sick leave and vacation leave prior to receiving payments from Worker's Compensation.  Employees may not receive payment from sick leave while simultaneously receiving payment from Worker's Compensation.

DEFERRED COMPENSATION







SECTION 4.10
A.
The Village has adopted the 457 Plan under the Ohio Public Employees Deferred Compensation Program and extends to all eligible employees the opportunity to join.

B.
Any eligible employee interested in joining the established plan should contact the Finance Director’s Office for additional information.

INSURANCE









SECTION 4.11
The Village of Woodlawn provides all full-time employees with optional medical insurance, vision insurance, dental insurance, and life insurance coverage.  Applicable part time employees are offered health insurance as required by the provisions of the Affordable Care Act.

A. Medical, Dental and Vision Insurance
1. Each full-time employee and eligible part time employee who elects the Village’s health insurance plan, shall pay a monthly contribution towards the Village’s health insurance plan as set by Village Council.  The Village reserves the right to increase or decrease the employee contribution rate at any time.  The employee’s percentage is taken out of paychecks on a pre-tax basis.

2. Health insurance terminates upon the employee’s last day of employment with the Village. Full time employees and eligible part time employees separating employment from the Village are entitled to the continuation of certain benefits, including medical coverage, per the Consolidated Omnibus Budget Reconciliation Act (COBRA).  Upon separation, notice will be provided to eligible employee outlining these benefits.
3. Dental and Vision Insurance.  Each full time employee who elects the Village’s dental and/or vision insurance plan(s) shall pay a monthly contribution towards the dental and/or vision insurance plan as set by Village Council.  The Village reserves the right to increase or decrease the employee contribution at any time.  The employee’s percentage is taken out of paychecks on a pre-tax basis.
B. Group Term Life Insurance     
All full time regular employees are covered by a group term life insurance policy in the amount of $50,000.00 at no cost to the employee. 
Notwithstanding anything in the previous Life Insurance Section paragraph, the existence and amount of life insurance provided to said employees shall remain at all times within the sole control and discretion of Village Council. Employees do not have a vested right or accrued entitlement to life insurance benefits. Village Council may, at any time, do any of the following with or without advance notice: change the amount of employee life insurance benefit; change the method or time it is provided; suspend the life insurance benefit; and eliminate the life insurance benefit.
	TUITION REIMBURSEMENT







SECTION 4.12


The Village of Woodlawn encourages Village employees to further their education in fields related to their job requirements. Regular full-time employees who have been employed by the Village for at least eighteen (18) months and have successfully completed their probationary period are eligible to participate in the Village’s Tuition Reimbursement Program, provided that:

1. Education or training must be obtained at an approved or accredited college, university, secondary school, technical institute, business institute, related education institute or school.  

2. Any program must be directly related to the employee’s current position or a promotional position for which the employee is eligible, or must be part of a degree program related to the employee’s current or promotional position.

3. Employees shall be limited to a maximum of eight (8) credit hours per quarter or semester for reimbursement under this program.

The Village will determine the annual budget amount available for tuition reimbursement depending on the budget constraints for the given year.  The Village does not guarantee a specified amount of funding per budget year, nor does it guarantee that it will be provided every year.  Funding for tuition reimbursement is discretionary and subject to budget constraints.

Employees should request approval for participation in writing to their Department Head by September 30 of each year for the following budget year so that requests can be considered as part of the annual budgeting process (i.e., employees intending to take courses in 2024 should submit their requests by September 30, 2023). Upon review and approval by the Department Head, the request will be forwarded to the Municipal Manager.  

Upon approval by the Municipal Manager, employees shall submit reimbursement requests at completion of the course of study. All requests for reimbursement shall be submitted to the employee’s Department Head within thirty (30) days of completion of the course of study. The submittal should include a receipt from the approved University or College, as well as a grade report showing that the course or program was completed, as well as the grade received.

The Village will reimburse employees for tuition cost based on the following schedule:

For Final Grade Level Courses:

A = 80% Reimbursement of Course Costs (not including fees or books)

B = 70% Reimbursement of Course Costs (not including fees or books)

C = 50% Reimbursement of Course Costs (not including fees or books)

D and below = 0% Reimbursement of Course Costs (not including fees or books)

For Pass/Fail Grading Systems:

Pass 50% Reimbursement of Course Costs (not including fees or books)

Fail 0% Reimbursement of Course Costs (not including fees or books)

The Village Manager reserves the right to approve full reimbursement for certain Village required courses (e.g., Paramedic or EMT training, Commercial Driver’s License).

Any employee who terminates their position(s) of employment for which the tuition reimbursement was approved with the Village within one (1) year after completing a course(s) under the Tuition Reimbursement Program shall be required to refund to the Village all tuition reimbursements received for the one-year period previous to their termination date. Any employee who terminates employment with the Village within two (2) years after completing a course under the Tuition Reimbursement Program shall be required to refund fifty percent (50%) of all tuition reimbursements received within two (2) calendar years of the employee’s termination date.

The Village will not reimburse fees for a program of study for which the employee has received a scholarship, grant or other subsidy to the extent of such aid. In the event that an employee has a partial scholarship or grant, reimbursement will be based on the difference between the grant and the actual tuition expenses to the employee.

SECTION 5

  







ABSENCE
HOLIDAYS









SECTION 5.01
The following holidays shall be observed by full-time regular employees:

	New Year’s Day
	Martin Luther King Day (MLK)

	Memorial Day
	Juneteenth

	Fourth of July
	Labor Day

	Veterans Day
	Thanksgiving Day & Day after Christmas Day


Floating Holiday…. As designated by the Municipal Manager from year to year

Holidays shall be celebrated as set forth above.  In all cases where a holiday may be in question the Municipal Manager will designate the official holiday.

If a holiday falls on a Sunday, it will be observed on the following Monday; if it falls on Saturday, it will be observed on the preceding Friday.  If an employee’s work schedule is other than Monday through Friday, s/he shall be entitled to holiday pay for a holiday observed on his/her day off, regardless of the day of the week in which it is observed.

In order to receive holiday pay an employee must work his/her full scheduled workday on the day immediately preceding the holiday and the full scheduled workday on the day immediately following the holiday, unless s/he is absent from work for previously authorized use of sick leave, vacation or comp time.

Full time employees, exclusive of police and fire personnel, shall be paid straight time rates, exclusive of any premium pay, for the holidays declared above, on a current basis, and shall not be required to work on such holidays unless, in the opinion of the employee's supervisor, failure to work on such holidays would impair the public service.
In the event a non-exempt Public Works Department employee is called in to work (not previously scheduled) due to inclement weather or other critical Village need on a Village-recognized holiday or a Sunday, the employee shall receive pay in the amount of two times his or her regular pay for such work in addition to any holiday pay due.  As used in this Section, “Village-recognized holiday” means the day on which the holiday is observed.

Holiday Pay for non-exempt Police and Fire personnel is paid in lump sum at the end of the year.

VACATION PAY 
  







SECTION 5.02
A. Policy:  it shall be the policy of the Village to provide annual vacation leave for all full-time

employees. Vacations are for the purpose of both physical and mental faculties, and all employees are urged to avail themselves of the opportunity to take a vacation.
B. Computation of Leave:  Full-time employees (excluding Fire Division employees who work 24 Hour On-Duty, 48 Hour Off-Duty shifts) working a scheduled forty hours or more per week shall earn and be credited with annual vacation leave according to their number of years of continuous service as outlined below: 
    
Length of Service




Vacation Credit
Date of hire through 5 calendar years
(prorated first year if partial)


2 weeks
6 calendar years through 10 calendar years

3 weeks

11 calendar years through 15 calendar years

4 weeks

16 calendar years through 25 calendar years 

5 weeks

C. Accumulation:  Employees begin accumulating vacation time on their date of hire.  Vacation time shall be prorated for the calendar year in which the employee is hired.  In the first full calendar year following the successful completion of an employee’s date of hire, employee shall be entitled to vacation time according to their number of years of service as described above in Subsections (B) and (K)(1). A week of vacation under Subsection (B) equals 40 hours.
All regular full-time employees may carry over up to one (1) week of vacation time into the following year if approved by his or her supervisor. 

D. Continuous Service: For purposes of calculating annual vacation leave under Subsections (B) and (K)(1), employees shall be credited with their years of service with the Village, as well as their years of service with a previous public employer, upon receipt of employment verification from the previous employer(s). 

E. Part-Time Employees:  Part-time employees are not entitled to vacation except where otherwise authorized by Village Ordinance.  Where authorized, vacation accrual will be on a prorated basis.
F. Utilization of Leave:  Annual vacation leave shall be taken at such time as the department head directs and is subject to his/her administrative discretion.  All vacation leave must be requested and authorized on a form designated by the department head.  Department head’s vacation should be approved by their supervisor in the same manner.
G. Interpretation and Record:  A calendar vacation week shall be considered as the amount of time an employee is scheduled to work during a seven-day period.  Two calendar vacation weeks shall consist of ten working days.  Any leave of absence in a non-pay status of thirty (30) days or more result in a pro rata deduction of annual vacation leave due.
H. Separation from Service:  Upon separation from service, an employee who has more than one year of service and was not terminated by the Village for cause shall be compensated for unused vacation time on a prorated basis.  Any employee who resigns having taken more vacation time than he or she has earned to date for the calendar year shall have pay for such days withheld from his or her final paycheck.   

I. Planning of Leave:  Vacation must be scheduled 30 days in advance or as soon as possible so as not to interfere with the efficient operation of the department.  The Department Head shall schedule vacations in accordance with workload requirements and the Department Head reserves the right to deny vacation requests if workload requirements so mandate.
J. Record of Leave:  A record shall be maintained for each employee, showing the balance available for vacation leave.  
K. Twenty-Four Hour On-Duty, Forty-Eight Hour Off-Duty Shifts:

1.
All full-time employees of the Division of Fire who are on the twenty-four hours on-duty, forty-eight hours off-duty shift, who work on the basis of a fifty-six hour work week shall be granted the following vacation days:

Years of Service





Date of hire through five years




96 hours
After six years






120 hours
After eight years 

    




240 hours


After fifteen years 





360 hours
2. All pre-scheduled vacation time taken by the employee must be after written request to the Department Head at least thirty (30) days prior to the inception of vacation leave.
3. Employees of the Division of Fire who are on the twenty-four hours on-duty, forty-eight hours off-duty shift may carry over up to forty-eight (48) hours of vacation time into the following year if approved by his or her supervisor.

L. It is the responsibility of the department head to review the management report on vacation balances before approval of vacation requests; and to report the employee's concerns on balances to the Village Finance Director’s office within one (1) month for review.
M. It is the responsibility of the Finance Director to make any necessary corrections in the vacation balances within one (1) month following notification by the department head, or to notify the employee that the changes are not warranted.
N. Failure by the employee to notify errors in vacation balances on a timely basis will result in no changes in the balances reported.

SICK LEAVE









SECTION 5.03
A.
Employees may request sick leave for absences resulting from illness as described below, provided they follow the proper procedures outlined in this policy manual:

1.
Illness or injury of the employee or a member of his/her immediate family (when personal attention is on the part of the employee is necessary)

2.
Exposure of employee or a member of his/her immediate family to a contagious disease which would have the potential of jeopardizing the health of the employee or the health of others.

3.
Death of a member of the employee's immediate family.

4.
Medical, dental or optical examinations or treatment of employee or a member of his/her immediate family.

5.
Pregnancy, childbirth and/or related medical conditions.

B.
For the purposes of this section, immediate family is defined as spouse, child, mother, father, foster parent or guardian, brother, sister, grandparent, grandchild, father-in-law, mother-in-law, son-in-law, daughter-in-law, stepfather, stepmother, stepsister, stepbrother, stepson, stepdaughter, half-brother, half-sister, or any dependent person living in the same household on a continuous basis.

C.   Beginning on January 1, 2003, sick leave shall accrue as follows:

All full time employees shall accumulate ten (10) hours paid sick leave time for every month in pay status, including paid vacation, to a maximum of fifteen paid days a year.  Employees may carry over unused sick time from year to year up to a maximum of 120 hours.  A full-time employee shall not accrue additional sick leave through the working of overtime.

D.
An employee requesting sick leave shall inform his/her supervisor of the fact and the reason within 1our before his/her scheduled starting time. With the exception that employees of the police department must notify his or her supervisor at least four hours prior to the start of their shift in order to ensure adequate police staffing levels.  Failure to do so may result in denial of sick leave for the period of absence.  

E.
In the event an employee is on sick leave for more than three (3) consecutive days, experiences three (3) sick leave occurrences in a calendar quarter (January-March; April-June, etc.), or if an employee is hospitalized, such employee may be required to provide the Village with a statement from a licensed physician setting forth that employee’s inability to work and a statement from a licensed physician certifying the employee’s ability to return to work with any limitations noted.
F.
Vacation leave may be used for sick leave purposes, at the employee's request and the approval of the Municipal Manager, after sick leave is exhausted.

G.
Employees who have exhausted all sick leave credits may, at the discretion of the Municipal Manager, be granted a personal leave of absence for a reasonable period of time. 

H.
An employee fraudulently using sick leave, or anyone found falsifying sick leave records, including altering a physician's certificate or falsification of a written, signed statement shall be subject to disciplinary action in accordance with policies outlined in this manual.

I. Employees who transfer between Village departments, or who are re-employed, will be credited with the unused balance of accumulated sick leave, provided the time between separation, reappointment or transfer does not exceed one (1) year.  Employees who have a balance of accumulated sick leave from service with a previous public employer will be credited with the unused balance of their accumulated sick leave upon hiring, provided that such service occurred immediately prior to becoming employed by the Village with no break in service, and upon verification from the previous employer of the employee’s accumulated sick leave balance.
J. Upon retirement from active service with the Village, a Village employee with ten or more years of service with the Village, the State, or any of its political subdivisions, may elect to be paid for one-fourth of the value of his or her accrued time.  Such payment will be based on the employee’s rate of pay at the time of retirement.  The payment for sick leave will eliminate all of the employee’s accrued such leave credit and shall be made only once.  The maximum payment for accrued sick leave upon retirement shall be for one-fourth of 960 hours.

	SICK LEAVE DONATION PROGRAM






SECTION 5.04


Employees of the Village may donate sick leave to a fellow employee who is otherwise eligible to accrue and use sick leave.  The intent of the Sick Leave Donation Program is to allow employees to voluntarily provide assistance to their co-workers who are in need of leave due to the death of an immediate family member or the serious illness or injury of the employee or a member of the employee’s immediate family.
An employee may receive donated leave, up to the number of hours the employee is scheduled to work each pay period, if the employee who is to receive the donated leave:

· Has lost an immediate family member, has a serious injury or illness, or has an immediate family member who has a serious injury or illness;
· Has no accrued leave;
· Has applied for all paid leave, workers compensation, or benefits program for which the employee is eligible.

Employees may donate leave if the donating employee:

· Voluntarily elects to donate leave and does so with the understanding that donated leave will not be returned;
· Donates a minimum of eight (8) hours;
· Retains a sick leave balance of at least eighty (80) hours;
· Advises the Finance Director in writing of his or her desire to donate hours and the number of hours to be donated.  

The Sick Leave Donation Program shall be administered on a pay period to pay period basis.  Donations of sick leave shall be used in the order of their submission to the Finance Director, and will not be considered actually donated nor be deducted from the donor’s balance or credited to the donee’s balance until the pay period such leave is actually used.  Unused donations shall be returned to the donor.  Employees using donated leave shall be considered in active pay status and shall accrue leave and be entitled to any benefits to which they would otherwise be entitled.  Leave accrued by an employee while using donated leave shall be used, if necessary, in the following pay period before additional donated leave may be received.

Donated leave shall not count toward the probationary period for any employee who receives donated leave during his or her probationary period. Donated leave shall be considered sick leave, but shall never be converted into a cash benefit.
PERSONAL LEAVE








SECTION 5.05
A. It is recognized that all personal business matters cannot be handled after working hours.  Therefore, the Village of Woodlawn makes personal time available to employees:

	Date of Hire:


	Time Available – First Year

	Jan 1 through April 30
	3 days personal leave

	May through August 31
	2 days personal leave

	September 1 through December 1
	1 day personal leave

	After 1 year
	3 days personal leave

	
	


B. Personal leave requests shall be submitted to the employee’s immediate supervisor at least forty-eight (48) hours in advance. 
C. Personal leave shall be taken by an employee in the year in which it was earned.  Personal leave time may not be carried over into the next year.
D. One day of personal leave shall equal eight hours, with the exception of certain Fire Department personnel.  For Fire Department personnel who work a twenty-four hours on-duty, forty-eight hours off-duty shift on the basis of a fifty-six hour work week, one day of personnel leave shall be equal to one shift.
E. Separation from Service:  Upon separation from service, an employee shall be entitled to be compensated for unused personal leave on a prorated basis.   This does not apply to those employees who have less than one year of service or to employees who have been terminated by the Village for cause.

	PAYMENT OF UNUSED BENEFITS






SECTION 5.06


In the event of an employee's death, any unused or otherwise uncompensated vacation leave, sick leave, (payable as if upon retirement) or longevity pay that the employee would otherwise have been entitled to receive at that time shall be paid to such employee's spouse or designated beneficiary or estate. These benefits will be paid in accordance with the beneficiary assignment made by the employee on their life insurance policy enrollment/update form.  Employees are responsible for updating this information as needed. 

FAMILY AND MEDICAL LEAVE ACT (FMLA) 




SECTION 5.07
A. Basic Leave Entitlement.  

Under the Family and Medical Leave Act (“FMLA”), an employee who has been employed by the Village of Woodlawn for at least one year and worked at least 1,250 hours in the previous 12 months, may take up to 12 weeks of unpaid leave during a rolling 12-month period, for any of the following reasons:

1. For incapacity due to pregnancy, prenatal medical care or child birth;

2. To care for the employee’s child after birth, or placement for adoption or foster care;

3.
To care for employee’s spouse, child, or parent, who has a serious health condition; or

4.
For a serious health condition that makes the employee unable to perform the employee’s job.

A “rolling 12-month period” means the 365 (or 366 where applicable) days immediately preceding any day the employee takes leave.

“Serious health condition” means an illness, injury, impairment, or physical or mental condition that involves either an overnight stay in a medical care facility, or continuing treatment by a health care provider for a condition that either prevents the employee from performing the functions of the employee’s job, or prevents the qualified family member from participating in school or other daily activities.

Subject to certain conditions, the continuing treatment requirement may be met by a period of incapacity of more than 3 consecutive calendar days combined with at least two visits to a health care provider or one visit and a regimen of continuing treatment, or incapacity due to pregnancy, or incapacity due to a chronic condition.  Other conditions may meet the definition of continuing treatment.

“Spouse” means a husband or wife.  For purposes of this definition, husband or wife refers to the other person with whom an individual entered into a marriage as defined or recognized under state law for the purposes of marriage in the State in which the marriage was entered into or, in the case of a marriage entered into outside of any State, if the marriage is valid in the place where entered into and could have been entered into in at least one State.  This definition includes an individual in a same-sex or common law marriage that either (1) was entered into in a state that recognizes such marriages; or (2) if entered into outside of any state, is valid in the place where entered into and could have been entered into in at least one state.

B. Qualifying Exigency Entitlement.  

Eligible employees with a spouse, child, or parent on federal active duty or called to federal active duty status in the National Guard or Reserves in support of a contingency operation may use their 12-week leave entitlement to address certain qualifying exigencies.  Qualifying exigencies include activities related to short-notice deployment, attending military events, arranging for alternative child or parent care, addressing financial and legal arrangements, attending certain counseling sessions, attending post-deployment reintegration briefings, and spending time with a covered military member who is on rest and recuperation leave (maximum of 15 calendar days).

C. Military Caregiver Leave Entitlements

Employees may also be eligible to take up to 26 weeks of leave to care for a covered servicemember or veteran during a single 12-month period.  

“Covered servicemember” refers to an employee’s spouse, child, parent, next of kin, who is a current member or veteran of the Armed Forces, including a member of the National Guard or Reserves, with a serious injury or illness incurred or aggravated in the line of active duty that renders the servicemember medically unfit to perform his or her duties and for which the servicemember is undergoing medical treatment, recuperation, or therapy; or is on out-patient status; or on the temporary retired list.

D. Notice and Application.  

If the leave is foreseeable, employee requests must be submitted at least 30 days prior to taking leave.  If the need for the leave is unforeseeable, employee requests must be made as soon as practicable and generally must comply with the Village’s required call-in procedure.  

Leave taken for the birth or placement of a child must be taken within one year of the date of birth or placement of the child.

Employees must submit requests on the Village’s standard leave request form.  The employee must list on this form the reasons for the requested leave, the expected start of the leave, and the expected length of the leave.  If the employee is requesting intermittent leave or a reduced leave schedule, the employee shall state the reasons why the intermittent leave or a reduced leave schedule is medically necessary and the schedule of treatment.  (Intermittent leave and reduced leave schedule are not available for birth or adoption leaves.) The employee must also state if the requested leave is for a reason for which FMLA leave was previously taken or certified.

E. Certifications

If the Village does not have enough information to determine whether the employee’s leave is taken for a FMLA-qualifying reason, the Village may require the employee to submit additional information, which may include the following certifications:  Certification of Health Care Provider for Employee’s Serious Health Condition; Certification of Health Care Provider for Family Member’s Serious Health Condition; Certification Of Qualifying Exigency for Military Family Leave; Certification for Serious Injury or Illness of Covered Servicemember for Military Family Leave; or equivalent documentation in the case of an adoption/foster care. 

The Village may contact the employee’s health care provider for the purpose of clarification and authentication of the medical certification after the Village has given the employee an opportunity to cure any deficiencies.  Such contact shall be made by a human resources professional, and not the employee’s immediate supervisor.  

For leave taken because of an employee’s own serious health condition or the serious health condition of a family member, the Village may require a second opinion from a second health care provider designated by and paid for by the Village.  If the first and second opinions conflict, the Village may require the employee to submit to a third examination at the Village’s expense by a health care provider chosen jointly by the employee and the agency.  The opinion of the third health care provider is final and binding. 

The Village may require an employee to provide recertification of an employee or family member’s serious health condition at any time if:  (1) the employee requests an extension of leave; (2) circumstances described in the previous certification have changed significantly; or (3) leave taken by the employee is inconsistent with the circumstances described in the employee’s certification.

Absent such circumstances, if the medical certification indicates that the minimum duration of the condition is more than 30 days, the Village must wait until that minimum duration expires before requesting a recertification.  However, in all cases, the Village may request a recertification of a medical condition every six months in connection with an absence by an employee.

F. Designation

Within five business days after receiving enough information to determine whether the leave is taken for a FMLA-qualifying reason, the Village will notify the employee whether the leave will be designated and counted as FMLA leave.  

G. Use of FMLA Leave

Employees may take intermittent leave when medically necessary.  Employees must make reasonable efforts to schedule lave for planned medical treatment so as not to unduly disrupt Village operations.  Leave due to qualifying exigencies may also be taken on an intermittent basis.

Holidays that occur during a full week of FMLA leave will count against the employee’s FMLA entitlement.  However, if an employee is using FMLA leave in increments of less than one week, the holiday will not count against the employee’s FMLA entitlement unless the employee was otherwise scheduled and is expected to work during the holiday.

An employee on FMLA leave shall not hold outside employment while on FMLA leave without the prior written approval of the Municipal Manager.

H. Effect on Other Leave Benefits

Employees shall exhaust all accrued sick, vacation, personal leave, and compensatory leave balances prior to going on unpaid leave.  The paid leave will count concurrently as FMLA leave.

Employees requesting Worker’s Compensation or Injury on Duty leave who are also eligible for FMLA leave shall have up to 12 weeks of the non-working portion of the approved benefit period, including any required waiting period, count concurrently as FMLA leave. 

I. Employee Benefits

The Village shall continue paying the employer’s portion of health insurance premiums during the approved FMLA leave.  The employee shall continue paying the employee’s portion of health insurance premiums.  Employees shall be given a 30 day grace period from the due date of their health insurance premium.  Employees who fail to pay their portion of the health insurance premium within this grace period may, with 15 days’ notice from the Village, be removed from the Village’s health care plan.  

Employees who are reinstated will have their FMLA leave treated as continuous service for the purpose of calculating any benefit that is based on length of service.

J. Reinstatement

Employees are entitled to reinstatement to the same or similar position upon return from leave.

If the same job is not available, the Village will determine in which similar position the employee should be placed, making sure that the position has equivalent pay, benefits, and conditions of employment.

Before they are reinstated, employees who take leave due to their own serious health condition may be required to provide certification from a health care provider that they are able to perform the essential functions of their position.  

K. Limitations and Enforcement. 

All leaves which may be available or taken under the Family and Medical Leave Act are subject to the restrictions, limitations and conditions provided in that law and any valid regulations promulgated under it.  An employee who believes his or her FMLA rights have been violated may file a complaint with the U.S. Department of Labor or may bring a private lawsuit against an employer.  FMLA does not affect any Federal or State law prohibiting discrimination, or supersede any State or local law or collective bargaining agreement which provides greater family or medical leave rights.

FMLA makes it unlawful for any employer to:

· Interfere with, restrain, or deny the exercise of any right provided under FMLA;

· Discharge or discriminate against any person for opposing any practice made unlawful by FMLA or for involvement in any proceeding under or relating to FMLA.

	WORKPLACE LACTATION POLICY






SECTION 5.08


The Village of Woodlawn supports and encourages the practice of breastfeeding and the expression of breastmilk by employees who are breastfeeding when the return to work.  Upon return to work after the birth of a child and for one year thereafter, breastfeeding employees are allowed reasonable time to express milk during work hours.  

The employee is responsible for requesting and arranging with their supervisor appropriate and reasonable break times or flexible scheduling for expressing milk.  If possible, the lactation time is to run concurrently with any break time already provided.  Employees must provide their own pump, adapter, and accessories as well as a cooler or insulated bag.

The employee’s supervisor shall provide reasonable break times each day for the employee who wishes to express breast milk.  The Village will provide private space with a lock on the door for expressing milk (not a bathroom stall or storage area).    

It is expected that all employees will assist in providing a positive environment for support of breastfeeding employees.  Discrimination and harassment of breastfeeding employees who exercise their rights under this policy is prohibited.

DISABILITY ACCOMMODATION/LEAVE AND SEPARATION



SECTION 5.09
A. If an employee is disabled and believes he/she is a qualified individual with a disability as defined in the Americans with Disabilities Act (ADA), as amended, and such employee requires an accommodation to perform the essential functions of his/her appointed position, the employee may request  the Village provide a reasonable accommodation. 

B.  A disabled employee whom the Village cannot or is not required to accommodate, who has exhausted sick leave, may request an unpaid leave of absence pursuant to Section 5.11 of this handbook.

C.  All questions or inquiries concerning disability accommodation, leaves, or separations shall be directed to the Municipal Manager.

D. Accommodation of Disabled Employee:  If a disabled employee, as defined in the ADA, requests an accommodation for such disability, the Village will determine whether the employee can perform the essential functions of the appointed position with some reasonable accommodation.  If the Village determines the employee can perform the essential functions, the Village will attempt to provide a reasonable accommodation.  If the Village cannot accommodate the disabled employee in the employee’s current position, the Village may place the employee in an equal vacancy for which the employee is qualified.  If no such position is available, the Village may place the employee on an appropriate leave of absence.
BEREAVEMENT LEAVE (FUNERAL)






SECTION 5.10
A.
Full-time employees are entitled to a maximum of three (3) days off with pay in the event of death in the immediate family.  Fire Department employees working a 24/48 hour shift shall have up to two (2) duty days.

B.
For the purposes of this policy, immediate family is defined as spouse, child, mother, father, foster parent or guardian, brother, sister, grandparent, grandchild, father-in-law, mother-in-law, son-in-law, daughter-in-law, stepfather, stepmother, stepsister, stepbrother, stepson, stepdaughter, half-brother, half-sister, or any dependent person living in the same household on a continuous basis.

LEAVE OF ABSENCE WITHOUT PAY






SECTION 5.11
A.
Upon the written request of full-time employee, the Municipal Manager may grant the employee a leave of absence without pay.

B.
The maximum duration of a leave of absence without pay for personal reasons of the employee shall not exceed six (6) months, unless otherwise required by law, and the employee should have at least a “good” overall performance rating.

C.
The maximum duration of a leave of absence without pay for purposes of education, training or specialized experience, which would benefit Village service, or for other related reasons, shall not exceed one (1) year.

D.
The authorization of a leave of absence without pay is solely a matter of administrative discretion, and each request will be decided by the Municipal Manager based upon the merits of the request.

E.
Upon returning from a leave of absence, the employee is to be placed in his/her original position, or another position at a similar level of responsibility with the same pay rate, if available, should the original position be abolished.

F.
When an employee fails to return to work upon the expiration of an authorized leave of absence without pay, that employee shall be considered as having resigned from the position.

G.
An employee who has received an authorized leave of absence without pay does not earn sick or vacation leave credit.  However, time spent on the leave of absence is to be considered in determining length of service for purposes where tenure is a factor.

H. If it is determined that an employee is abusing the leave of absence and not actually using the leave for the purpose specified, the Municipal Manager may cancel the leave and provide the employee with a written notice directing the employee to report for work.

I. Persons who are on an authorized leave of absence may continue their medical benefits coverage only by paying the premium in full to the Finance Director in advance.  The employee is fully responsible for payment of such premium. 
MILITARY LEAVE








SECTION 5.12
A.
GENERALLY:

1.
The Ohio Revised Code grants very broad rights to persons serving in the Armed Forces.  The only employees who are excluded are those who hold elective office and those whose employment is temporary or casual.  These rights are granted to all permanent employees without regard to whether they are full-time or part-time.

2.
Public employees are guaranteed leave without pay for any period of active military duty.  It makes no difference whether the employee was drafted or volunteered.  Upon separation under honorable conditions, the employee is guaranteed reinstatement to his/her previous position unless it no longer exists, is filled by a more senior employee.  If the former position no longer exists or is filled by a more senior employee, the former employee is entitled to appointment to a similar position.  Employees who are physically disabled as a result of military service are guaranteed reinstatement to a position within their capabilities.

3.
Employees who are reinstated after military service cannot be discharged for one (1) calendar year after reinstatement unless it is for cause.  Further, upon restatement, they are credited with full seniority and all step increases, which they would have received had they not been on active duty.  Failure to honor these rights to employees is a crime.

4.
Members of the Reserves or Ohio National Guard are also guaranteed benefits.  During any period of active duty or call-up for field training, reserve or Guard members are guaranteed up to thirty-one (31) calendar days without loss of pay. 

LEAVE FOR AND REINSTATEMENT AFTER MILITARY DUTY


SECTION 5.13
Employees who are required to fulfill military obligations in any branch of the Armed Forces of the United States or in state military service will be given the necessary time off and reinstated in accordance with federal and state laws.

The time off will be unpaid, except where state law dictates otherwise.  Under Ohio law, permanent public employees who are members of the Ohio organized militia or members of other reserve components of the armed forces of the United States, including the Ohio National Guard, are entitled to leave of absences from their respective positions without loss of pay for the time they are performing service in the uniformed services, for periods of up to one month, for each calendar year in which they are performing service in the uniformed service.  In addition, any permanent public employee who is employed by a political subdivision, who is entitled to the aforementioned leave, and who is called or ordered to the uniformed services for longer than a month, is entitled, under certain circumstance, to be paid during each monthly pay period of such leave of absence, the lesser of (1) the difference between the employee’s gross monthly wage or salary as a permanent public employee and the sum of the employee’s gross uniformed pay and allowances received for that month, or (2) five hundred dollars.     

Accrued vacation may be used for this leave if the employee chooses.  Military orders should be presented to the employee’s supervisor and arrangements for leave made as early as possible before a departure.  Employees are required to give advance notice of their service obligations to the Village unless military necessity makes this impossible.  Employees must notify the Village of their intent to return to employment based on requirements of the law.  Benefits may continue to accrue during the period of leave in accordance with state and federal law.  

JURY DUTY AND COURT APPEARANCES 





SECTION 5.14
A. If a full-time employee is called and serves on official jury duty, the Village will permit that employee to take the necessary time off and will pay the employee’s regular pay, not to exceed eight hours per day, for work time lost while on jury duty. 

In order to receive regular pay for time spent on jury duty, an employee must present an accounting for jury pay to his or her supervisor.  The employee will only be paid the difference between what that employee would have received under a normal 40 hour schedule and the amount the employee is compensated by the court, if any.  The employee will be responsible for any and all expenses incurred while on jury duty (i.e. parking, mileage, etc.)

B. The following procedure shall be observed when requesting time off for jury duty:

· Written request for jury duty leave, together with a copy of your subpoena, must be presented to your Department Head upon notification of jury duty.

· Upon return to work, you may be required to present a certification from the Clerk of Courts confirming your time spent in jury duty.

· An employee must return to your job if you are excused from jury duty during your regular working hours.

C. No leave is required for employees attending court at the request of the Village.  Under such circumstances, employees will receive regular pay.  If an employee is required to attend court on Village business on a day on which he or she would normally be off, the time is considered working time and included in total hours worked for that week.
D. If an employee must be absent from work for a court appearance to which they are a party, or to appear as a witness (wither voluntary or by subpoena), or for any other non-job-related reason, the employee must use vacation leave, personal leave, or compensatory time.
E. Time served by an employee for court/jury do not constitute hours worked for purposes of calculating overtime, unless such court time is directly related to or is an integral part of the employee's work duties.

	LONGEVITY COMPENSATION






SECTION 5.15


All regular full time employees with five or more years of continuous service shall be eligible for longevity pay.  Such longevity pay shall be paid at the rate of forty dollars ($40.00) for each year of service, including the first five years, up to a maximum of 20 years of service.
SECTION 6









CONDUCT

ETHICS









SECTION 6.01
All Village employees are expected to maintain the highest possible ethical and moral standards and to perform within the laws of the United States, of the State of Ohio, and other rules and regulations as may be set forth by the Village Council.

If at any time an employee feels that they have been asked or directed to perform any task that he or she believes violates his or her ethical or legal obligations under this section, the employee should bring the matter to the attention of the Municipal Manager unless the employee believes that the Municipal Manager is part of the unethical activities, in which case the employee should bring the matter to the attention of the Mayor or the Vice-Mayor.  Additionally, the employee has the option to report this ethical or legal issue to the Auditor of State’s Fraud Reporting System.
In the event that the employee believes that the matter would not be satisfactorily resolved by any of those individuals, the employee should bring the matter to the attention of the Law Director.  For matters brought directly to the Law Director, employees should be aware that the Law Director represents the Village of Woodlawn, and not employees or officials in their individual capacities.   

It is important to remember that the compensation of all employees is paid through taxes or user fees.  Therefore, each Village employee assumes responsibility to serve the public in an honest, effective and cheerful manner.

Employees are expected to use good judgment, adhere to high ethical standards, and avoid situations that create an actual or perceived conflict between their personal interests and those of the organization. The Village of Woodlawn requires that the transactions employees participate in are ethical and within the law, both in letter and in spirit.

The Village of Woodlawn recognizes that different organizations have different codes of ethics. However, just because a certain action may be acceptable by others outside of the Village of Woodlawn as “standard practice”, that is by no means sufficient reason to assume that such practice is acceptable at our organization. There is no way to develop a comprehensive, detailed set of rules to cover every business situation. The tenets of this policy outline some basic guidelines for ethical behavior at the Village of Woodlawn. Whenever employees are in doubt, they should consult their manager.

Conflicts of interests or unethical behavior may take many forms including, but not limited to, the acceptance of gifts from competitors, vendors, potential vendors or customers of the organization. Gifts may only be accepted if they have a nominal value and only on appropriate occasions (for example, a holiday gift). Employees are cautioned not to accept any form of remuneration or non-business related entertainment, nor may employees sell to third parties any information, products or materials acquired from the organization. Employees may engage in outside business activities, provided such activities do not adversely affect the organization or the employee’s job performance and the employee does not work for a competitor, vendor, or customer. Employees are prohibited from engaging in financial participation, outside employment, or any other business undertaking that is competitive with, or prejudicial to, the best interests of (Organization Name). Employees may not use proprietary and/or confidential information for personal gain or to the organization’s detriment, nor may they use assets or labor for personal use.

If an employee or someone with whom the employee has a close personal relationship has a financial or employment relationship with a competitor, vendor, potential vendor, or customer of the organization, the employee must disclose this fact in writing to Human Resources. The organization will determine what course of action must be taken to resolve any conflict it believes may exist. If the conflict is severe enough, The Village of Woodlawn may be forced to ask the employee to tender his/her resignation. The Village of Woodlawn has sole discretion to determine whether such a conflict of interest exists.

Should any employee become aware of what he or she believes to be unethical or illegal action with any connection to the organization or its business associates, which should immediately report that information to management for investigation. All employees should realize that any wrongdoing is counter to our mission and vision and therefore, will not be tolerated. Employees are encouraged to seek assistance from their managers with any legal or ethical concerns. However, The Village of Woodlawn realizes this may not always be possible. As a result, employees may contact Human Resources to report anything that they cannot discuss with their manager.

Employees shall not:
· Use their position for personal gain or engage in any transaction which may be in conflict with the proper discharge of the employee’s official duties;
· Use or disclose confidential or proprietary information concerning the property, government or affairs of the Village without proper legal authorization;
· Solicit or accept anything of value, whether the form of service, loan, item or promise from any person, firm or corporation interested directly or indirectly in conducting business dealings with the Village;
· Accept from any person, firm or c corporation doing business with the Village any material or service for the private use or benefit of the employee;
· Without written authorization of the appointing authority, engage in or accept private employment or render services for private interests when such employment or service e may be perceived as incompatible and may affect the proper performance of the employee’s official duties or would tend to impair the employee’s independent judgment or action in the performance of the employee’s official duties;
· While an employee, or for one (1) year thereafter, represent another person before a public agency on any matter in which the employee personally participated as an employee;
· Receive or agreed to receive outside compensation for services rendered in a matter before any office or department of the Village;
· Have a personal interest in a contract with the Village or use their position or authority to secure approval of a public contract in which the employee, a member of the employee’s family or a business associate has interest.
An employee that has questions concerning any of the aforementioned rules of ethics with respect to the performance of his/her duties, s/he shall speak with his/her supervisor immediately to receive clarification.

A copy of the Ohio Ethics Laws is included in this Employee Personnel Manual as Attachment A.  Any employee who does not have a copy, should obtain a copy from the Municipal Manager.  All employees are responsible for knowing and adhering to the Ohio Ethics Laws.

REPORTING TO WORK, ABSENTEEISM & TARDINESS



SECTION 6.02
A. The Appointing Authority, Department Head or Immediate Supervisor shall establish work schedules and maintain daily employee's attendance records.

B. Absenteeism:  It is important, for reasons of cost and employee morale, which every effort is made to maintain the highest possible level of attendance.  Absenteeism will occur, to some extent, in every organization; however, it must be controlled. Management will take disciplinary measure with those employees who are excessively absent from work, or who are absent without justifiable reasons. Such disciplinary actions will be up to, and including, termination.

C. Tardiness shall not be tolerated.  Tardiness is defined as any situation where an employee reports to work after his/her scheduled starting time.  Whenever an employee is tardy, that employee's compensation shall be reduced corresponding to the amount of time he was late.  Deductions of pay for tardiness shall commence five (5) minutes after the employee's starting time and apply retroactively to starting time. Repeated incidents of tardiness may give rise to disciplinary action, up to and including termination.

USE OF VILLAGE PROPERTY







SECTION 6.03
No employee shall use Village property, including lands, buildings, equipment or supplies, for any personal purpose. In an emergency, the Appointing Authority may overrule this policy.  Any deviation from this policy will be grounds for disciplinary action up to and including dismissal.
USE OF VILLAGE VEHICLES







SECTION 6.04
This policy defines the minimum standards of responsibility of Village employees and Department Heads in ensuring that those employees operating Village vehicles and equipment, as well as private vehicles for Village business, are qualified to do so.  A department of the Village may have department standard operating procedures that are more restrictive than this overall Village policy provided that the department policy conforms to the general requirements of law, including, as appropriate, the requirement for commercial driver’s license or compliance with emergency vehicle operation requirements. 

Only passengers on official Village business shall be permitted in all Village owned or leased vehicles except as approved and/or authorized under R.C. 155.25, (Ride Sharing).

Vehicles owned or leased by the Village shall not be used for commuting to and from work, except as permitted in writing by the Municipal Manager and in compliance with all IRS regulations.  

It is required that a Village employee operating a Village-owned or leased vehicle drive to a safe location and park the vehicle prior to using cellular telephone, unless utilizing a hands-free device.  Texting or checking email while driving is prohibited.  Employees who violate this policy may be subject to disciplinary action.

Smoking is prohibited in all Village-owned or leased vehicles.

A. Proof of Driving Privileges: 



No employee of the Village may operate any Village-owned vehicle or a private vehicle for Village business without having a current driver’s operator’s license which provides the authority to operate the particular type of vehicle or equipment being operated.  An employee whose driver’s license has been suspended may not operate Village vehicles or equipment, regardless of any court-exemption or waiver of the suspension for driving for work privileges.  Restrictions for medical reason (e.g. eyeglasses) that do not prevent the performance of essential job functions are not subject to this policy, provided that the driver remains in compliance with all condition placed upon his/her operator’s license.  Employees who regularly operate Village vehicles shall be subject to routine verification, at least yearly, that the employee possesses a valid driver’s license.


Village employees who operate Village vehicles or equipment, or who utilize their own private vehicles on Village business should inform their supervisor of vehicle “points” on their driving record from the Bureau of Motor Vehicles as they may occur.  Employees who operate Village vehicles illegally, or with enough “points” on their driving record to have warranted counseling and suspension of Village driving privileges, without having informed the Village of the acquisition of points on their driving record, may be subject to disciplinary action. 

B. Need for Counseling and/or Training: 

A motor vehicle record indicating an employee has received three or fewer points in the last year shall require no further action. 

A motor vehicle record with four to six points should be cause for a counseling session indicating the driver needs to be more careful in his/her driving habits. 

A motor vehicle record with more than 6 points within a 2-year period is cause for serious concern and definitive steps must be taken in order to ensure that the significance of this poor driving is communicated to the employee with respect to its potentially negative impact on their employment with the Village.  The employee should also expect disciplinary action if the accumulation of points effects the ability of the driver to perform normal work duties. 

C. Disciplinary Action: 
Traffic offenses – such as DUI, reckless operation, fleeing an officer, points and/or suspension of driving privileges, etc. – are violations which may result in a suspension of driving privileges along with other appropriate disciplinary action.  It should be understood by all employees that a OVI or similar offense conviction will have an adverse impact on driving Village vehicles for a period of time commensurate with the conviction. 

For those positions requiring possession of an unrestricted operator’s license, the loss of that license may result in a suspension of Village driving privileges along with other appropriate disciplinary action. In addition, the loss of that license may result in reduction to a position not requiring such a license.  If not such position is available, the loss of an unrestricted license may result in suspension or dismissal from Village service.  Restoration to the previous position upon return to unrestrictive driving service is not guaranteed. 

D. Insurability: All employees required to drive a Village owned vehicle, or drive their own vehicle on Village time must be insurable under the Village’s Liability Insurance Plan.  Any employee deemed uninsurable by such insurance company may be disciplined up to and including termination.

E. Use of Personal Vehicles for Village Business:
All Village employees who are required to, or who choose to use their personal vehicles in the transaction of public business or work of the Village, will be reimbursed on a mileage basis at the authorized Village rate subject to approval by the Municipal Manager and submission of transaction or public business or work for the Village.  All employees who drive must maintain their own liability insurance in accordance with the Village’s vehicle insurance policy.  The Village may request proof of automobile insurance coverage from each employee.

Village-owned or leased vehicles shall not be used for personal use by employees.

Any employees who fail to comply with the vehicle policies and procedures and/or who misuse or abuse any Village-owned or leased vehicle or equipment may be subjected to disciplinary actions which may include, but is not limited to the following:

1.  Written notice of violation;
2. For recurring traffic violations or accidents, the person may be assigned to attend a defensive 
driving or driving instruction class; or
3. Loss of driving privileges – not permitted to drive Village-owned or leased motor vehicles.

In those cases where Village employee’s job requires driving a Village-owned or leased vehicle, suspension of the employee’s driver’s license may result in reassignment or termination of employment.
	COMMERCIAL DRIVER’S LICENSE (CDL)





SECTION 6.05


As a condition of continued employment, employees who are required to drive vehicles which require a Commercial Driver’s License (CDL) shall obtain a Commercial Driver’s License as required by state law prior to driving for the Village of Woodlawn.  The Village shall reimburse the employee for the cost of the CDL within thirty (30) days after obtaining the license and the tendering to the Finance Director of proof of payment of the fee for the license.  The employee shall also deposit with the Service Director a copy of his/her currently valid CDL.

Any employee who is required to maintain a CDL license as part of his or her employment with the Village who loses his or her CDL license must advise his or her Department Head immediately.  Any employee who loses or is unable to maintain his/her CDL shall be placed on unpaid, inactive status for a period of up to ninety (90) days during which time the employee shall be eligible to bid on a vacant position for which a CDL is not required.  Should there be no vacant position during the ninety (90) day period described above, or, should said employee fail to qualify for a vacant position described above, said employee may be terminated.  Said employee shall not be eligible for benefits during the ninety (90) day period.

TOOLS, SUPPLIES, EQUIPMENT AND TELEPHONES




SECTION 6.06
A. When tools, supplies and equipment needed to perform job duties are provided by the Village, the responsibility of employees is to see that they are properly used and maintained.  An employee’s use of Village tools, supplies and equipment is subject to prior approval of the Department Head.  Use of Village assets for other than work purposes is prohibited.  This policy applies to all employees of the Village who are authorized to possess and use a cellular phone, laptop computer or personal computer or other electronic devices purchased and/or provided by the Village.
B. Misuse, neglect, theft or abuse of tools, supplies and equipment is prohibited.  Accidents involving misuse of tools or equipment may be cause for disciplinary action.  Loss of equipment may require payment by the employee for equipment lost.  
C. Employees are responsible for reporting any equipment or property damages, including damages caused by the employee.  Employees shall report all damages to the employer and/or Department Head as soon as possible but in no case more than twenty-four (24) hours after the event, or, if the event occurs on a holiday weekend, on the next working day.  Damages done to Village equipment or property, other than accidental damage, shall be cause for disciplinary action.

D. Cell Phones are provided by the Village for business purposes only.  They should be answered promptly and in a courteous manner.  Use of telephones for personal reasons is prohibited except in an emergency or with prior authorization from the employee's supervisor.  
E. Employees enjoy no expectation of privacy in these devices which may be audited by the Village with or without notice, including, but not limited to, voice mails, text messages, web pages and/or other e-mail communications. 
F. If a Village cellular telephone, laptop computer or other electronic device is damaged, lost or stolen, it must be reported by the employee to their immediate supervisor as soon as possible.  The immediate supervisor shall notify the Municipal Manager, who will make the necessary arrangements of termination of service and/or arrange a replacement.

G. When an employee no longer needs a cellular telephone, laptop computer, or other electronic device, or terminates employment or otherwise loses the authorization to possess such equipment, the employee shall return the cellular telephone, laptop computer and/or other electronic device with all related accessories, such as charging cords or cases, immediately.  The Village may pursue legal remedies in the event Village property is not properly returned.
USE OF COMPUTER/INTERNET/ELECTRONIC MAIL




SECTION 6.07
A.   Purpose:
1. The use of internet, electronic mail and online services has great potential to enhance the productivity of the Village employees in all departments.  At the same time, as in the case with all Village resources made available to employees, abuse is possible.  Computer, Internet and electronic mail usage may be monitored by the system itself or the Appointing Authority at any time.  The use of any electronic technology resources of the Village implies acceptance of all current operations policies and procedures.
2. The purpose of this policy is to establish guidelines and minimum requirements governing the acceptable usage of the Village-provided internet, electronic mail, and online services.  By establishing and maintaining compliance with this policy, risks and costs to the Village as a whole can be reduced while the valuable potential of this resource tools are realized.  The objectives of this policy are to assure that:
a.  Disruptions to Village government activities from inappropriate use of Village provided internet, electronic mail, and online services access are avoided; and
b. Users are provided guidelines describing their personal responsibilities regarding confidentiality, privacy and acceptable use of the Village-owned Internet, electronic mail and online services access.
B.  Scope of the Policy:  This policy applies to all full and part-time employees, volunteers who are authorized to use Village resources to access the internet, electronic mail, and online services, and Village contractors who are authorized to use Village equipment and facilities.
The following employees are covered by this policy:

C. General Standards of conduct for Internet Use:
1. Any use of Village computers or on-line computer services to facilitate illegal activity is prohibited.
2. Use of the Village’s electronic services to access obscene, pornographic, or sexually offensive materials is prohibited, unless such use is authorized as part of a police investigation.
3. Use of the Villages’ electronic services for political, commercial or for-profit purposes are prohibited.  This includes buying, selling and bartering, including, but not limited to, the use of credit cards.  Employees must use discretion when using the Village’s electronic services for personal use.  When proper discretion is not used, disciplinary action will be taken.  Employees are cautioned that network communications will be tracked.  Employees are encouraged to use reasonable judgement with such use.
4. The use of electronic services to play internet games or shop online is prohibited.
5. Disruption of electronic services, supporting equipment, or information available on it is prohibited, including, but not limited to, tampering with hardware or software, vandalizing or destroying data, introducing or using computer viruses, attempting to gain access to restricted information or networks, violating copyright laws or installing non-Village owned software of any kind.
6. The use of electronic services to harass other users or to transmit materials likely to be offensive or objectionable is prohibited.
7. Users of electronic services are to protect themselves and others by not issuing or releasing confidential information, addresses, passwords or telephone numbers, and remembering that on-line computer services are not private.
8. Employees shall not use a code or password, access a file or retrieve any stored information unless authorized to do so.  Employees should not attempt to gain access to another employee’s messages without the latter’s permission.  All computer pass codes or passwords used on Village equipment must be provided to the department head.  No password may be used that is unknown to the department head.  Any employee who violates this policy or uses electronic services for improper purposes shall be subject to discipline, up to and including discharge.

SOCIAL MEDIA








SECTION 6.08
The purpose behind this policy is to make employees aware of their privacy rights and prohibited conduct with respect to employees’ actions and their impact on the employer when using social media sites on and off duty.  This policy is also intended to ensure efficient use of employee time and to minimize any distraction from employees’ assigned tasks and duties.  
Employees shall remember they are paid by public funds and the public holds them to a high standard of professionalism.  The Village has an overriding interest and expectation in deciding what is “spoken “on behalf of the Village.  This policy is not meant to infringe on one’s right to free speech or any other protected activity.

A. Scope:  All employees will be subject to and held accountable for any conduct outlined in this Social Media Policy.  This policy works in conjunction with other related personnel policies and procedures (e.g. harassment).

B. Social Media refers to the use of websites such as, but not limited to, Facebook, Twitter, Instagram, and LinkedIn.  For purposes of this policy Blogs and other internet forums shall also be covered.  Nothing in this policy is meant to prohibit access to any social media website or Blog which may be work related.

C. On Duty Conduct:  While at work, an employee may only access social media websites, Blogs and/or other internet forums of communication during their lunch or breaks.  This includes access from a personal device (e.g. Smartphone, iPhone etc.) during an employee’s compensated hours of work.

D. On and Off Duty Conduct:  An employee enjoys no expectation of privacy to information posted into cyberspace even while off duty.  This includes anything posted to a social media website, Blog, or similar internet forum of communication.  Although information may be posted to a “private” webpage, employees should be aware this information can still be accessed by the public and other sources in a number of ways.  Because of this, employees needs to use “common-sense” when posting comments, photos, opinions, or any other information related to their employment.  Any social media activity which portrays the employer in a negative light will be evaluated and may result in disciplinary action up to and including termination.  Examples of prohibited conduct include, but are not limited to:

1. Posting one’s photograph while wearing the employee’s uniform (or other similar attire, which could be misidentified as the official uniform);
2. Posting pictures, videos, or comments that are insubordinate with respect to the employee’s employment;
3. Posting pictures, videos, or comments that constitute or could be construed as unlawful behavior;
4. Knowingly or recklessly posting false information about the employer, supervisors, coworkers, public officials, or those who have a relationship with the employer.  This also includes disparagement of a fictitious character or computer-generated likeness that resembles the above;
5. Posting, transmitting, or disseminating any pictures or videos of official training, activities, or work related assignments without the express permission of a supervisor;
6. Posting pictures, videos or comments that are sexual, obscene, violent, offensive, harassing or pornographic in nature along with any reference to the employer or individual’s employment.

E. Employees shall not imply they are speaking on behalf of the employer unless authorized to do so.  Should an employee speak on matters of employment, the employee shall include a disclaimer.

F. Confidential Information – An employee shall not disclose any work-related confidential or proprietary information on any social media website, Blog, or other internet forum of communication.  This can include information that may eventually be obtained through a valid public record’s request.
G. Employees are encouraged to follow the internal complaint procedure and not take to the internet to voice work-related complaints.

H. Employees found to have violated any part of this policy may be subject to discipline, up to and including termination of employment.

I. Any deviation from the above policy shall be approved by the employer in writing.

J. Any questions regarding the policy should be directed the employee’s direct supervisor.

K. Employees shall take note of the following:  DELETE DOES NOT MEAN DELETE.  Once something is posted in cyberspace it remains there.

CREDIT CARD POLICY







SECTION 6.09
PURPOSE: To establish a convenient, efficient, and cost-effective method of purchasing goods and services from vendors.

CARDHOLDERS: The Municipal Manager and the Finance Director shall each be authorized users of a Village credit and/or debit card to use for Village purchases.  Cards may be used by additional Village employees at the discretion of the Municipal Manager or Finance Director. Persons authorized to use a Village credit card shall sign the acknowledgment below indicating that they have read and understand this Policy prior to using a Village credit or debit card.

PURCHASES: Village credit and debit cards may be used for the purchase of goods or services only for official business purposes of the Village of Woodlawn.

PROCEDURE FOR PURCHASES AND CARDHOLDER RESPONSIBILITIES: 

A. Village credit and debit cards may be used for the purchase of goods or services only when it is impossible or impractical to follow normal payment procedures.
B. Credit and debit cards shall be used for purchasing goods and services for Village business only.
C. All purchases shall be approved in advance by the Municipal Manager.
D. Authorized card users must notify vendors or merchants that the sales transaction should be exempt from Ohio sales tax.
E. Cardholders must submit an itemized receipt to the Finance Director for any purchase no later than one business day following any purchase made with a Village credit or debit card.
F. Cardholders must maintain a record or usage log that describes all items purchased with a credit or debit card during the billing cycle.  Information maintained shall include date of use, vendor name, the department for which the purchase was made, brief description of purchase, dollar amount, and the reason that the credit card was used for the purchase.
G. The Finance Director shall be responsible for comparing and reconciling the cardholders’ usage logs, submitted receipts, and the billing statement every month.
H. If any employee suspects the theft, loss, or unauthorized use of a credit card, the employee shall immediately notify the Finance Director in writing.  The Finance Director shall close any card that is lost, stolen, or that has incurred unauthorized charges by notifying the financial institution that issued the card.
I. Employees must immediately surrender the card upon termination of employment.  The Village reserves the right to withhold final payroll checks and payout of any accrued benefit until the card is surrendered.
J. Credit and debit cards may not be used for cash advances, purchase of alcohol, or personal use.

VIOLATION OF POLICY:  Violations of this Policy may result in the revocation of use privileges.  Employees found to have inappropriately used a Village credit or debit card will be required to reimburse the Village of Woodlawn for all costs associated with such improper use.  Disciplinary action(s) may be taken, up to and including termination.  The Village of Woodlawn will investigate and commence, in appropriate cases criminal prosecution against any employee found to have misused the credit or debit card or violates the terms of this Policy.

DRESS AND APPEARANCE







SECTION 6.10
A. Generally.  Village employees are expected to maintain a professional appearance at all times to our residents and to the general public. Employees are expected to dress neatly and appropriately for their duties, and are expected to practice daily hygiene and good grooming habits. Business casual is the appropriate dress attire for all employees not required to wear a uniform.

B. Uniforms.  The Village of Woodlawn provides uniforms to those employees required to wear prescribed uniforms or special clothing in the performance of their duties.  Uniforms may include but are not limited to shirts, pants, jackets, sweaters, gloves, safety equipment, and boots/shoes.  The color and styling of all uniforms shall be at the discretion of the Village Manager and the Department Head.   

Safety items and equipment, such as safety glasses, ear protection, safety vests, hard hats, shall be provided to all employees, when prescribed, at no cost to the employee with the provision that such items and equipment shall be the property of the Village and as such shall be returned to the Village upon termination of employment.

Uniform replacements shall occur on an as needed basis.  A damaged uniform is to be presented to the Department Head and if deemed unserviceable, the item will be replaced.  Replacement of lost or damaged work clothing or equipment due to the employee’s negligence will be the responsibility of the employee.  All uniform items issued to employees are the property of the Village and shall be returned upon the termination of employment, unless otherwise directed by the Municipal Manager.
SOLICITATION AND DISTRIBUTION






SECTION 6.11
In order to maintain an orderly and productive working environment, the Village reserves the right to regulate solicitation and distribution by employees and non-employees.

A. Employee Solicitation Rule:  Any solicitation by an employee of another employee on the premises of the Village of Woodlawn, while either employee is on his/her working time, is prohibited.  “Working time” means all the time an employee’s duties require that he or she be engaged in work tasks.  However, solicitation is permitted during non-working time in non-working areas.

B. Employee Distribution Rule:  Distribution of any type of literature, brochures, goods, etc. during working or non-working time is prohibited in working areas.  Employees may distribute goods and written materials during non-working time in non-working areas, e.g., rest rooms, hallways, and break rooms.

C. Employee Access Rule:  Employees are not permitted access to the interior of Village facilities during their off-duty hours unless authorized by the appropriate department head.  Council members may have access to Village facilities after hours in order to conduct Village business.

D. Non-Employee Solicitation and Distribution Rule:  Non-employees are not permitted access to the premises of the Village including the interior of the facilities and other working areas, for the purpose of solicitation and/or distribution.  This section does not apply to vendors.  A vendor is any individual or group engaged in or desiring to engage in the supply of goods, materials, or services to the Village, which goods, materials, or services are utilized in the conduct of public business. Violation of the policy may result in corrective action.

 DRUG FREE WORKPLACE ACT






SECTION 6.12
The Village believes that it is very important to provide a safe workplace for all of its employees.  The Village is addressing the problem of substance use because it negatively affects every aspect of the workplace.  The Village is concerned with the health and well-being of its employees, and it cannot condone and will not tolerate behaviors on the part of employees that relate to substance use, such as:

· Use of illegal drugs 

· Misuse of legal drugs (prescription of over-the-counter medications).

· Misuse of alcohol.

· Sale, purchase, transfer, use or possession of illegal drugs, prescription drugs obtained illegally.

· The arrival to work or return to work under the influence of any drug (legal or illegal) or alcohol to the extent that job performance is affected.

For purposes of this Drug Free Workplace Policy, the term “illegal drug” shall mean any controlled substance included in Schedule I or II, as defined by Section 802(6) of Title 21 of the United States Code, the possession of which is unlawful under Chapter 13 of that Title, which includes medical and recreational marijuana. The term "illegal drugs" also includes the use of a controlled substance that has authorized uses under the law, such as Schedule II prescription medications (e.g., opioids, codeine, morphine, etc.), if they are used without a valid prescription or other legal authorization.

Behaviors related to substance use can endanger all employees, not just the substance users. Therefore, it is the Village intention to protect its employees, property and other assets, from actions of substance users that may cause unnecessary accidents and injuries, affect productivity and our ability to put out quality service to our citizens and cause losses that affect the Village’s financial stability.

To this end, the Village hereby establishes this drug-free workplace policy that calls for conducting pre-employment testing, reasonable suspicion testing, post-accident testing, random testing of employees in safety sensitive positions, and follow-up testing for return-to-duty and following assessment or treatment. 

This Policy applies to every employee, including top management.  If anyone violates the Village’s Drug-Free Workplace Policy, the consequences stated in this Policy will apply. 

This policy prohibits the use, sale, manufacture, distribution or possession of alcohol, medical and/or recreational marijuana, or illegal drugs, drug paraphernalia or any combination thereof, on any Village premises or at any location where the employee is performing his/her job duties.  This includes Village vehicles on or off Village property.  Violation of this policy will subject the employee to disciplinary action up to and including immediate termination and may have legal consequences.

The Village of Woodlawn shall have the right to require any employee to submit to drug and/or alcohol testing under the following circumstances:


A. Post-conditional offer of employment.

B. Post-Accident – Where the employee was involved in an accident that resulted in property damage or physical injury, requiring professional medical treatment beyond first aid, to any person if there is reason to suspect that drugs or alcohol contributed in part to the accident.

C. Reasonable Suspicion – Upon the belief of management that the employee may have alcohol or illegal drugs in his system while at work or while performing his job duties away from the workplace.

This list is not meant to limit the circumstances under which a drug or alcohol test may be required.  The Village of Woodlawn can test for the presence of alcohol or illegal drugs for other lawful purposes.

For purposes of this policy, a positive result or failure of a drug or alcohol test shall consist of the presence of any detectable amount of an illegal drug or alcohol in the employee’s system when tested.  Similarly, refusal to submit to a drug or alcohol test when requested by the Village, the failure to provide a specimen within a reasonable time period, or any attempt to interfere with the test or alter the sample, also constitutes failure of the test and will result in a candidate being removed from the applicant pool and will make an employee subject to discipline up to and including termination.

If an employee is using medication prescribed by a licensed physician, he is responsible for obtaining assurances from that physician that the medication will not impair the employee’s ability to safely perform his job duties.

Any employee who knows or believes that there is unlawful involvement by other employees, vendors or guests with illegal drugs or alcohol contrary to this policy, should immediately refer this information to his/her supervisor or to the Municipal Manager.  The Village of Woodlawn will utilize all lawful investigative techniques in response to this information.  Evidence obtained by the company of the unlawful use, manufacture, trafficking, distribution or possession of controlled substances will be provided to the appropriate law enforcement authorities.

Employees must notify the Municipal Manager when taking over-the-counter medication or prescribed medication that impairs or may impair their ability to safely perform their job duties.  

This policy does not limit the right of the Village to invoke disciplinary action for any unauthorized activity not enumerated above.

USE AND POSSESSION OF ALCOHOLIC BEVERAGES



SECTION 6.13
A.  In order to maintain a safe and efficient workplace free of alcohol abuse or the impression of improper alcohol use, it is the policy of the Village of Woodlawn that the use or possession of alcohol during working hours and being under the influence of alcohol while at work is strictly prohibited.  This would include the use of alcohol before reporting to work as well as consumption at meal periods.
B. Village employees are not permitted to use or possess alcoholic beverages in Village buildings or vehicles. The only exception is when employees possess alcoholic beverages through the official performance of their duties or if the employee is not working and is attending a special event where alcohol is being served, such as the summer concert series.
C. The Village reserves the right to require employees to submit to tests for drug or alcohol abuse pursuant to the Drug Free Workplace Policy as explained and defined therein.  The policy on alcohol testing is incorporated under this policy as if fully written herein.
D. Any employee who violates this policy will be subject to discipline which may include termination.

CONTACT WITH THE NEWS MEDIA AND VILLAGE RESIDENTS


SECTION 6.14
Any employee contacted by the news media (radio, television, newspaper) or Village resident regarding a story related to Village operations should request that the member of the news media or resident contact the appropriate Department Head to discuss the matter.  The Municipal Manager shall also be informed of any media inquiries.  This policy is designed to avoid duplication, assure accuracy and to protect employees from breaches of confidentiality.

USE OF EMPLOYER PROPRIETARY OR CONFIDENTIAL INFORMATION

SECTION 6.15
A. All information obtained by employees in the course of their employment with the Village and all employer data shall be considered confidential and proprietary.  Personal, financial, and business information which employees obtain during the normal course of their employment shall not be discussed nor disclosed to anyone other than those individuals who have a need to know for legitimate business purposes.
B. In order to protect against inappropriate use of information of data maintained by the employer, all employees are required to comply with the following regulations:

1. Accessing confidential/proprietary information or data, other than as required for work purposes, is prohibited.
2. Removal of information or data from the employer’s premises without advance approval from the Appointing Authority or designee is prohibited.
3. Discussion of such information with other persons for other than legitimate work related purposes is prohibited.

NO EMPLOYEE EXPECTATION OF PRIVACY





SECTION 6.16
No employee shall have any expectation of privacy regarding any personal information, documents, materials, or other personal items maintained in any employer provided locker, vehicle, desk, file, computer, cellular telephone, or elsewhere in employer-owned property.

The employer shall have the right to search and review any files, e-mails, web sites, etc. maintained or accessed by the employee on any computer provided by the employer for the employee’s use.  The employer shall have complete access to any telephone records, cellular telephone logs, or other information maintained on any employer-provided cellular phone.

Any employer-provided locker, desk, vehicle, or other equipment shall be subject to search at any time by the employer.

BULLETIN BOARDS








SECTION 6.17
A. Bulletin boards are a means for the Village to provide information to employees.  The following are examples of the kind of information that may be posted by employees on employer bulletin boards (with prior approval of the department head).
1. Employee recreational and social affairs

2. Notices of employee meetings

3. Non-partisan publications
4. Posters required by State and Federal law
B. No information may be posted on Village bulletin boards that contain:
1.  Personal, scandalous or derogatory attacks upon any employee, public official, governmental agency, organization or group.

2. Favorable or unfavorable comments or attacks regarding a candidate for public office.

FRAUD REPORTING








SECTION 6.18
Complaints or any matter that alleges mismanagement of Village resources or misuse of public money can be made to the auditor of the State of Ohio through the Ohio fraud-reporting system.

Complaints made to the auditor of the state of Ohio through the Ohio fraud-reporting system are anonymous. Complaints may be made in three ways:

A. File a written complaint by U.S. Mail at:
Ohio Auditor of State’s Office


Special Investigations Unit


88 East Broad Street


P.O. Box 1140


Columbus, OH  43215

B. Call the Fraud Hotline:
    
1-800-FRAUD OH (1-866-372-8364)
C. Online
http://www.auditor.gov

 GAMBLING 









SECTION 6.19
The Village does not permit gambling in any form by Village employees during work days within the Village of Woodlawn jurisdiction, buildings or grounds.  For the purpose of this policy, work day includes regular working hours, lunch periods, clean-up time, and other breaks.  Violation of this policy will be cause for disciplinary action.

DUTY TO REPORT ARRESTS, CONVICTIONS and GUILTY PLEAS IN COURT  
SECTION 6.20
A. The arrest, conviction, or plea of guilty or no contest of any employee for breaking a federal, state or local law outside work may be grounds for suspension, or dismissal, depending on the nature of the arrest or conviction as it relates to the position held by the employee.  Careful consideration will be given to the effect the arrest or conviction has on the reputation and operation of the department and any of its programs.
B. Violating any federal, state or local law while at work may be grounds for dismissal depending on (1) the severity of the infraction; and (2) the overall status of employee performance and past conduct on the job.
C. The Appointing Authority after consultation with the Law Director, and Department Heads where appropriate, shall decide the procedure to be followed.

SECTION 7







SAFETY AND HEALTH

SAFETY AND HEALTH







SECTION 7.01
The safety and wellbeing of the performance of all work assignments is the responsibility of both supervisory and non-supervisory management.  It is their responsibility to ensure that all safety equipment is properly used and safety procedures/ practices are observed.

A.
Any employee found to be willfully negligent in equipment operation, resulting either in damage to the equipment or an accident, shall be subject to discipline up to and including termination.

B.
All employees, particularly supervisors, are charged with the responsibility of reporting the existence of any hazardous condition or practice in the work place or hazards to the public.

C.
Supervisors found to be negligent in requiring the use of prescribed safety equipment shall be disciplined.

D.
Any accident occurring during working hours shall be reported to the immediate supervisor at once.  The supervisor shall, in turn, notify the Appointing Authority or designee.

E.
The Village recognizes that contagious diseases pose significant medical, social, and legal problems.  The following regulations will be followed regarding contagious diseases:

1.
The determination of whether an employee diagnosed as having a contagious disease is to be permitted to remain employed in a capacity that involves contact with the public or other employees shall be made by the Appointing Authority on a case-by-case basis in consultation with the employee's treating physician, the employee and/or his/her representative and a designated Village health official.

2.
In making such a determination, the Appointing Authority shall consider:

a.
The recommendation of the individuals identified in Section 1;

b.
The physical condition of the employee;

c.
The expected type of interaction with others in the work setting; and

d.
The impact on both the infected employee and others in that setting.

Pending such a determination, the employee will be permitted to continue working in his/her current position unless it is determined the employee poses an immediate threat of danger to others.

3.
Any of the following actions may be taken, consistent with the Appointing Authority's determination:

a.
Assign the employee to return to his/her regular place of employment;

b.
Assign the employee to a work assignment under restrictive conditions; or

c.
Place the employee on a leave of absence, sick leave with pay or recommend disability leave.

4.
The employee will receive written notice of the Appointing Authority's determination.  The employee may, at any time, request a reconsideration of the Appointing Authority's determination, provided such a request is accompanied by medical evidence of a change in the employee's physical condition.

5.
All employees shall be required to work with an infected employee, where a determination has been made to permit the infected individual to remain in the workplace.

6.
The medical records of all employees shall remain confidential, except where disclosure is mandated by law.

7.
The identity of the infected employee shall not be revealed to the general public.

SECTION 8:  





EMPLOYEE DISCIPLINE AND APPEALS

	WORK RULES AND REGULATIONS






SECTION 8.01


A. This section summarizes the rules and regulations under which the Village operates.  They do not limit the proper rights of any employee in disciplinary matters.  Strict observance of them helps build orderly procedures which produce the sound growth and quality service upon which our jobs and incomes are founded.  Violations of any of the items listed below may result in disciplinary action, up to and including discharge.
1. Habitual or excessive absence, habitual or excessive tardiness, failure to report absence properly, i.e., notice to your immediate supervisor in advance of scheduled starting time for each day of absence. Leaving the job during working hours for personal reasons without permission.  Failure to commence work on time or leaving work early, improper use or care of Village vehicles.
2. Soldiering, loafing or sleeping while on duty, unauthorized use of Village telephones without permission, violations of any safety rule, failure to promptly report accidents, personal injury or property damage to your immediate supervisor, failure to observe parking and other regulations of the Village and engaging in horseplay.
3. Failure to use safety equipment and devices as required, when furnished by the Village, theft or removal from Village premises without proper authorization, of any property belonging to the Village or another employee and failure to properly clean assigned work area. Immoral conduct while on duty.
4. Removal of notices, signs or written information in any form from Village bulletin boards without permission, defacing or changing any posted matter, defacing or intentionally damaging property of the Village, fellow employees or citizens.
5. Circulating petitions or distributing literature, written or printed matter of any description, or posting literature or written or printed matter of any description on Village property, including the Village parking garage and parking lots, without permission. Circulating petitions or distributing literature written or printed matters of any description involving union activities on work time without permission.
6. Unauthorized selling merchandise or services of any kind or pursuing personal enterprises on Village time, insubordination. Deliberate padding of time or making false statements of any type regarding work, failure to record work time off or on job properly. Scavenging, careless handling, unauthorized use or loaning of Village vehicles or other equipment. Careless handling, unauthorized use or loaning of Village tools.
7. Failure to secure Village equipment, threatening, intimidating, coercing or using indecent or abusive language to a supervisor, a fellow employee or a citizen, Malicious gossip, slander, or talk against a supervisor, fellow employee or a citizen.
8. Defrauding a citizen of the Village, unauthorized possession or use of alcoholic beverages or narcotic drugs or being under the influence of same on Village property during work hours,, unauthorized possession of firearms or other weapons on Village premises and giving false information for employment.
9. Attempted or accomplished theft of Village property, property of fellow employee or property of a citizen, failure to attend required meetings, smoking in posted and prohibited areas and fighting on Village time or property.
10. Renting or lending Village property without written authorization, using or storing personal property on Village property without prior authorization from the Appointing Authority and giving information to the media, (other than routine departmental news releases), without prior approval from the Appointing Authority.

B. This summary of conduct subject to discipline does not limit the Village's right to establish new or amended rules and procedures or to enforce other penalties or discipline if necessary.  Instances of conduct which violate Village policy not covered specifically by this rule will be handled and disciplinary measures taken as required by the facts and circumstances involved.
DISCIPLINARY PRINCIPLES







SECTION 8.02
A. A clearly written discipline policy promotes fairness and equality in the workplace and minimizes misunderstandings in disciplinary matters.  The principles outlined below will consistently be applied to effectively and fairly correct unsatisfactory job behavior.  All employees of the Village serve at the will of the employer.  However, to provide for professional and consistent delivery of services, the employer has adopted the following general principles to administer disciplinary actions of employees.
1.
Employees shall be advised of expected job behavior, what conduct is unacceptable, and the penalties for unacceptable behavior.

2.
Immediate attention shall be given to policy infractions.

3.
Discipline shall be applied uniformly and consistently throughout the Village.  Any deviation from standard procedure must be documented.
4.
Each offense shall be handled objectively.

5.
Discipline shall be progressive as outlined in this manual.

6.
An employee's immediate supervisor or the Appointing Authority shall be responsible for administering discipline.

PROGRESSIVE DISCIPLINE







SECTION 8.03
A. Department supervisors and the Appointing Authority shall follow this system of progressive discipline when correcting job behavior.
B. This policy is a guide for uniform administration of discipline.  It neither delegates nor limits the powers and duties conferred upon the Village, its Departments or Appointing Authority.
C. The inclusion of standard penalties in this policy does not preclude the application of a more or less severe penalty for an infraction when circumstances warrant it.  If any case where a non-standard penalty is imposed, the reason for deviation must be reduced to writing and sent by the person to the Appointing Authority administering the discipline.

Oral Reprimand
Supervisors or Department Heads shall address unsatisfactory behavior promptly by discussing the problem with the employee and counseling more suitable behavior.  A notation of such oral reprimand shall be placed in the employee’s personnel file.
Written Reprimand
If an oral reprimand does not resolve misbehavior or where more severe action is warranted, supervisors and Department Heads may issue written reprimands.  The original shall be placed in the employee's Human Resources folder and a copy given to the employee.

Suspension
If oral or written reprimands fail or where more severe action is warranted, department heads may recommend suspension from work, without pay.

Demotion

If reprimands and suspensions fail, department heads may recommend demotion.  Demotion is an involuntary reduction of an employee in classification and job duties for just cause.  A demotion may or may not, result in an immediate reduction in pay.

Dismissal
If lesser disciplinary actions fail, employees may be discharged.  Employees being considered for discharge may be placed on administrative leave with or without pay.

GROUNDS FOR DISCIPLINARY ACTION AND PENALTIES 



SECTION 8.04
In determining the appropriate discipline, the following guidelines shall apply:
A. Offenses of a relatively minor nature.  They cause only a minimal disruption to the organization in terms of a slight yet significant decrease in organizational productivity, efficiency and/or morale.  If ignored, these offenses usually cause only temporary or minor impact to organization unless they are compounded over time.
First Offense..........Instruction & Cautioning

Second Offense.........Written Reprimand

Third Offense..........Up to three (3) working days suspension without pay.

Fourth Offense.........Up to ten (10) working days suspension without pay.

Fifth Offense..........Termination

B. Offenses of a significant nature.  They cause a more serious and longer lasting disruption to the organization.  If ignored, these can have a more serious and longer lasting impact against the organization than minor offenses.
First Offense...........Instruction and up to three (3) days suspension without pay.

Second Offense..........Up to ten (10) day suspension without pay.

Third Offense...........Termination

C. Offense of a serious or, possibly, criminal nature.  They cause a critical disruption to the organization.  If ignored, these offenses cause long lasting and serious impact against the organization.

First Offense.........up to and including termination.

DISCIPLINARY PROCEDURE







SECTION 8.05
A. Department Heads and supervisors who believe an employee should be suspended, demoted or discharged shall report the reasons to the Appointing Authority.
B. The Appointing Authority shall investigate the alleged misconduct and determine whether it gives rise to disciplinary action.
C. If the Appointing Authority believes that the misconduct provides a basis for disciplinary action, the Appointing Authority shall proceed with a Pre-disciplinary conference as outlined in Section 8.06.

PRE-DISCIPLINARY CONFERENCE (POLICY) 




SECTION 8.06
A. If the Appointing Authority believes an employee should be suspended, demoted or dismissed, a pre-disciplinary conference will be scheduled to permit the employee to explain the alleged conduct.
B. Pre-disciplinary conferences will be conducted by the Appointing Authority.  The employee may bring a representative to the pre-disciplinary hearing, but such representative shall not have the right to participate in the conference.
C. The Appointing Authority shall determine what discipline, if any, is appropriate.
D. If the employee fails or refuses to attend the pre-disciplinary conference, the Appointing Authority shall determine the discipline based upon the facts and information known to the Appointing Authority.

GRIEVANCE PROCEDURE FOR EMPLOYEES





SECTION 8.07
A. Purpose
To establish and define a procedure by which an employee may seek satisfactory solution of a work-related problem.

B. Policy
The Village will deal fairly and promptly with employees in resolving grievance through the procedure set forth below.  An employee has the right to present a grievance directly to his/her supervisor.

C. Employees Covered
The procedure shall be applicable to all Village employees except for Department Heads.  Department Heads who encounter a work-related problem should bring the issue to the attention of the Municipal Manager.  The Municipal Manager shall work with the Department Head to try and work out a solution.  In the event no solution can be reached, the Department Head may bring the issue to the attention of the Mayor or may be heard informally by Village Council on the issue.

D. Definition of Grievance
A grievance is a matter which an employee believes affects his/her employment or position in an unjust or unfair manner.  

E. Procedure
First Step - Discussion of Grievance
Whenever an employee believes he/she has a grievance, he/she shall discuss the matter with his/her supervisor within five (5) business days from the date the grievance occurred. 

Second Step - Written Submission of Grievance
If the grievance is not resolved to the satisfaction of the employee he/she may prepare a written statement of the grievance and submit the statement to his/her department head.  Submission of the statement shall be made within ten (10) business days from the date the grievance occurred.  Within five (5) business days of receipt of the written grievance, the department head and the employee’s immediate supervisor, if the employee’s immediate supervisor is someone other than the department head, shall meet to discuss the grievance with the employee. The department head will answer the grievance in writing and return response to the employee within five (5) business days of the date of the meeting.

Third Step - Appeal
If the grievance is not settled to the satisfaction of the employee, he/she may appeal to the Appointing Authority, unless such appeal would be repetitive of the Second Step, in which case the employee may skip the Third Step and proceed to the Fourth Step.  This appeal must be made in writing within five (5) business days of the written reply at the Second Step.  The Appointing Authority shall meet to discuss the grievance with the employee within five (5) business days of the date the appeal was received.  The Appointing Authority will answer the grievance in writing within five (5) business days of the meeting.

Fourth Step- Final Resolution If the grievance is not satisfactorily settled in the levels outlined previously, the employee may request that the grievance be heard by the Village Council.  This request must be made in writing to the Municipal Manager within seven (7) business days of the written reply at the Third Step.  In the event the Third Step is skipped as provided above, the request must be made in writing within five (5) days of the written reply the Second Step.

Parties to the hearing shall be the employee, the employee's department head, a Village of Woodlawn representative and such witnesses as may be called upon to offer oral and written statements concerning the grievance.  The Village Council will receive the oral and written statements, including copies of all written documents from previous levels of the grievance.

The Village Council shall reach final decision on the grievance, which shall be communicated in writing to the employee by the Mayor or his or her designee.

F.
Instructions
The Village retains all responsibilities not specifically limited by this procedure.  In all cases, the instructions of Village management will be carried out pending final resolution of the grievance.

G.
Assignment of Costs
Any fees or costs involved in the conduct of any levels of this procedure shall be borne by the Village of Woodlawn, except for costs contracted for by the employee and any fees or costs of the employee's representative which shall be borne by the employee.

\
I.
Time Limits
The time limits specified for submission of grievance and issuing of decisions may be extended by mutual agreement of the parties concerned and shall be extended in case of illness of either of the parties.

J.
 In General
1.
All hearings held pursuant to this grievance procedure shall be prior to the Fourth Step and be closed to the news media. The hearing at the Fourth Step may be an executive session if requested by either Village Council or the Employee and if such an executive session is permitted by law.

3. Time spent by employees pursuing grievance shall be at no gain or loss in compensation within reason.  Wherever practicable, hearings shall be held during regularly scheduled working hours.

4.
All dispositions of grievance above step one shall be in writing and a copy of the disposition forwarded to the responsible individual for the succeeding step.

SECTION 9







EMPLOYEE SEPARATION

VOLUNTARY SEPARATION







SECTION 9.01

RESIGNATION
A. Employees who plan to voluntarily resign should notify their immediate supervisor at least two (2) weeks in advance of the effective date of termination. Any employee who resigns is encouraged to give his/her reasons for resigning and convey his/her perceptions of the organization's working conditions by completing the Exit Interview Form. A formal letter of resignation is required by the Village and shall include:
1.
A statement indicating the employee's intention to resign from Village service.

2.
The date the notice was given.

3.
The effective date of the resignation.

4.
The reason for the resignation (optional)

5.
The employee's signature.

B. Failure to give proper notification may result in ineligibility for reinstatement.
C. The Appointing Authority or designee shall, in turn, notify the Finance Director in writing of the pending resignation so that payroll records may be updated and appropriate documents processed.  
D. A person who resigned in good standing may be reinstated, at the discretion of the Appointing Authority, in his/her former type of position within one (1) year following resignation, provided the person remains qualified to perform the duties of the position and such reinstatement would be in the best interests of the Village.

RETIREMENT

A. Employees who plan to retire should notify their immediate supervisor at least thirty (30) days in advance of their retirement date.  A formal notice of retirement is required by the Village and shall include:

1. A statement indicating the employee's intention to retire from Village service.
2. The date the notice was given.
3. The effective date of the retirement.
4. The employee's signature.

B. The employee is responsible for advising OPERS or Ohio Police & Fire Pension, as the case may be, of his or her retirement.
EXIT INTERVIEW








SECTION 9.02

A. Upon resignation, or otherwise voluntarily terminated employment, an employee is requested to complete an Exit Interview Questionnaire, and to personally discuss the questionnaire with the Appointing Authority or his/her designee, prior to his or her last day of work. The exit interview is an opportunity for the employee to offer constructive criticism and insights to the Appointing Authority or designee regarding the operation of the Village.
B. The Appointing Authority or designee shall:

1.
Attempt to discover any previously unknown causes of the termination, the knowledge of which could prevent the recurrence of such action in the future.

2.
Learn of any grievances or specific problems so that the Appointing Authority or designee can investigate possible solutions.

3.
Determine what final compensation and benefits the terminated employee is scheduled to receive.

4.
Determine the employee's availability for future employment with the Village, should his/her performance level warrant reinstatement or re-employment.

5.
Verify the employee's correct address for mailing Internal Revenue Service Form W-2.

C.
The Appointing Authority or designee should commit his/her results to writing in order to maintain a written record or areas discussed, items for further investigation, etc.  The Appointing Authority or designee should sign, date and retain the report in the employee's closed Human Resources file for future reference, if necessary.
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